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This Handb^k provides all members of the faculty and administr;4tion 
with .infca^tion>hich relates to the internal policies and. practices as, 
well asCpfW nat>rs of faculty interest at West Virginia . Institute of 
iichnoloii^^Ih^tS^ijaty Constitution, . appreciate regulations of tihe 
West Virginia Board df Regents and other acadkdc Information are included. 

The Handbook is k working document which ite periodically revised. 
Suggestions", including errors and omissions, are\ welcomed by the / 
appropriate Faculty ConMttee and the President. 



V 




TABLE OP CObrTENTS 



Page 

I. ACADEMIC FREEDOM \ . . . . . 1 . 

II. OReANIZATION ' ' / ' l 

' A,: Acadejfiic Or^ganizartion ...... - ^ 

B, West Virginia Board of Regents ^ 

C. West Virginia Tech Advisory Board . . . • ^ 

b. Executive Committee 

1. President . . ' 

; 2. Ass it ant to the President , • • 

i 3. Dean of Students . - y . . . . j+ 

4. Business Manager . . ' ' ^ 

5. Director of Admissions and Registrar b 

6 . Director of the Library. / ' ' r , 

7. Director of Athletics , * ' ' r 

8. Director of • Public Inforrnation • * " ^ 

E, Administrative Organization : • • 

1 . Administrative Organization . . ^ 

2. The Three Sch(^ls . ". . • • • • : : ' • • • • ^ 

F. The Chairman: Functions and Responsibilities • ^- " • ^ 
G- Faculty Assembly 27 

1, Bvlaws ' * \\ 

' 29 

III. EMPLOYMDJT • 29 

A. Policies • • • • • • 

1. Faculty Appointments 

2. Faculty Expectations. * ' 1 * * ' oq 

3. Appointment, .PromDtion, Tenure and Termnation , • 23 

4. Retirement Age • • • ' 

B. General Conditions ^ 

1. Institutional Expectations • • 

2. Consultation, Contracted Research and 

Extramural Teaching A 

3. Office HouJTS 

^ 4. Required Attendance: Faculty Workshop and 

Commencement ^ 

5. Institutional Policj.es • - 

e.'Ijeaves of Absence . . . . 

7. Faculty Evaluation 

' Cl Salaries ^ ' * 

1. Contract Year • • / ; 

2. Payment of Salaries' . . . • ^ 

• 3. Summer Session Employment ^ 

4 . Forms to be Filed ^'^ 

5. Deductions ' * rn 

. ' 6. Mistakes or Questions 



ERIC 



4 - ' Page 

EMPLOYMENT (Continued) 

D. Fringe Benefits . . . . * • 5Q 

1. Social Security 50 

2. Retirement Plans 51, 

3. Wor}<jnen's Compensation . . . • 51 

. ' 4. Group Insurance Plan • 52 

.5. Total Disabilil-y Benefits Plan 52 

6. Undergraduate Academic Study 52 

7. Graduate Study -53 

8. Institutional Funds for Academic Study 53 

9. Faculty Sabbatical . . 53 

IV; ACADEMIC SERVICES '.' .... 58 

A. Secretarial Services 58 

B. CoTiTnunications . 58 

1 . Telephone Service 58 

2. Postage 59 

3. Mail Service ; . " . • 59 

C. Textbooks 59 

D. Office Supplies . 64 

E. Printing Services and Policies 64 

F. The Vindiig Library 68 

G. Center for Instructional' Technplogy . . 69^ 

H. The Learning Center . . . . . 72 

I. Referrals • . . o . . , 73 

v. INSTITOTIONAL SERVICES ^ 7^ 

A. Parking " • 

' B. Cultural Events • 74 

■ C. Athletic Events 75 

D. Use of Campus Facilities 75 

E. Cashing Checks ^^6 

F. Fund for Floral Offerings 76 

G. Faculty Housing and Garages 76 

H. Advising Student Organizations 77 

.1. Chaperoning ■ \. ...... ."^ 78 

VI.' ACADP4IC PO'LtClES 79 

A. The Grading System : * * ' 

"1. Basic Grading S^s^em ........... i^. • "79 

2 Graduaticm Requ3x;ements .. i ...... 80 * 

3. Quality Points (iXcliJling D/F' Repeat Rule) .... 80 

• B. Probation and SuspensiWi , 81 

C. Class Withdrawal Polic^ . . .- 81 

D. Class Attendance and ^feLke--Up Exams .......... 81 

1. Institutional Excifees , . 82 

E. Sutaiirting and Changing Grades 82 

F. Fimal Examinations 82 

G. Grade Appeals . 

* H.' Confidentiality of Student Records . . . 84 



ERIC 



5 



Page 

. * 86 

VII. FISCAL BIPORmTION 86 

A. Budget Preparation [ \ \ . 86 

B. Travel 86 

1. Authorization • • 

2. General Riiles ...... ^ ' 88 

3. Transportation • ' gg 

14. Subsistence Allcxfjance g^ 

5. Filing Exper^e Accounts 

' 7 6. Use of State-Owned Vehicles [ \ 91 

/C Purchases 92 

/ D. Repairs and Alterations • '92,93 

^_^-J E. Inventories . . . . ' 

■ 1. - / 

/ 



ERIC 



T. .An/\DEMTC FREEDOM 



1 



West Virginia Institute of Technology endorses and adheres to the 
basic canons of academic freedom recognized throughout higher education. 

A. Scholar'ly resea^^ch and investigation on the part of faculty 
members is eriocuraged by the College. Tliere .are no r^straiiits upon such 
a^y.ivit leL' , • .''-^-jf -^r' thvr/ do not interfere unduly' with the perform^-ance 
of - i K:h3 r.g • ■.. _ . _ ' 

B, W*-\st Virginia' institute nf Te-linology does not impose any limita- 
tions u[X;rr th'^:- teacher '3 freerk)!!! in^t>;e e>qppcitiof» of his ovm subject in 
the ,c]r=^ssrcxjin5 '^tv.lti addi-^-'^L^scs ririd rmbl ications outside o^ the college,^ 
excepj a;, g^x-d t.i r t.h:^ i]t'r'\':Li/ ^n' adapt ij 15^, iiviti-^uct ion to the needs 

si;ui'^'r'ts raay y--. yii c^-- . ' - 

f uicL'^^-v has tb' J ' pr ivilege of diccussLig ixr his clasferoom con- 
tTfwersia! t jpLvr; ca^Lrid--;^ of Ids own field of study. Classroom time 
should be r'ery :r^y'2i:'} r;alcly ^for each.i rig the subject marter of the course; 
it shouLJ nr-V'.r- L-r-oonie a oC)undii"ig k-vaid for the 'personal opiriions of the 
instructor on r.nnn- other xopic. , --^ ' ^ 

D- Thi? CO] lege' r^H:'o^';niz.en ,t-]:va+. a.iy teacher in speaking and writing 
ouTside of -^Tlie in • ti ^ution up^Ti siibiocts beyond' th 3 scope of ,J:iis.own field 
i^ entitled to th-^ Srirne fr^ylor , but is also sijbjt^ct tg the same responsi- 
bility, that afvirhe^: to all 'ythP>- c^i\::eus. If these egressions should 
be such a,s to laise f^rave rloufts conoernijig the in^^ti^io torts .fitness for 
his jx)si'*"ion, the question will be r]^4natter for" consideration. It is 
Clearlv ur-iers^-oDri that ^he r^ol.lt--;ge isn.jmes no respor^sibility for the 
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B. Board of Regents . " 

<t • 

The West Virginia Board of. Regents has jurisdiction over all state . 
supported institutions of higher education in West^Vix'ginia. Established 
on July 1, 1960, the Board is composed of nine itieidDers appointed for six ^ 
year tenns by the Governor of the State of Vtest Virginia, plus the State . 
Superintendent of Schools, ex-officio and non-voting, as well as a student 
from one of thb State Colleges or universities, also non^voti^ig. . ihe 
legislative act creating the Boafd of Regents assigns to the Board re- 
sponsibility" for the general detemination, control, supervision, and . 
management of the financial ^business , and educational policies and af- 
fairs of all State colleges and universities. The Chancellor of the 
BoarKl of R^^ents and his professional staff assist the Board in the per- 
. formance of its duties and responsibilities. 

C* Vfest Virginia Tech Arivisory toard 

As authorized by the Gtato .Legislature, the President aiideach public 
college a:-id university is assisted in the perfomance of its Jesponsibili- 
ties by a ] ay advisory board. Ilerti^ers of this Board are appointed by the 
Boarxl--of Regents with recommendation from the President. The Tech Advisory 
Board meets several tijnes.a year, with a representat€.ve • of the Faculty 
Assembly and the President df tlTe Student Body -meeting with the Board. 

J). The»J]xecutive Commit1:e^ - 

if 

Tl-ie Executive Conunittee sits at the pleasure of the President to : 
advise hdjn on nvitterr, which he brings bcfor.e the Committee. The Execu- 
tive Commttoo r.onsints of ihn Chaimun of the Faculty Assembly, the 
Pijesident wf the f^tudent Bcyiy, and the following officers. 

i: The Prvisir.lent - / ■ ' 

■(he President servos as the chief executive of the institution and 
as such in 'the local admin i'-,trator who is ultimately responsible for all 

relating to the institut ioff. In this capacity he reports and 
recommpVKis directly to .the Bfvirrl. of Regents from which body he has^J^een 
delegated his au+hnrity. Regarding personnel mttcrrs, the Bo^ has 

ORDLFED that the prvisident of each West Virginia state-owned college 
■ and'iinivursity be, <mc] he is hemby, vested with and given full power and 
authority cor^sistent witli personnel policies of the Board of Regents to 
hire, discharge, ptDmote, or demote or in any natter rearrange the status 
Df ail ejnployees now or hereafterysonnected with his institution and fix 
from time to time the salaries^] w^s of the same, excepting only the 
president." « /~ 




Harmonious and efficient administWive policy can be maintained 
only when the Presirlenf, as the one bearing ultimate responsibility, is 
fully and promptly infomed on all matters pertaining to the college. A 
written report is preferible t , .in oral one and has the virtue of perma- 
nence, thus fortifying any subsequent action. All recorranendatiOns from 



adnuiiistratorsycdMiittees, etc. , should be presented in. writing. .Majo^'^ . 
recoiiiiiiendaticS^.ittust-be ^written carefully so that proper study nay be 
given them. /''.', • * • . 

2 . Assistant to the -Pre^dent _ , , . ' , 

The Assistant to the President is charged with executing whatever 
duties ray be delegated by the President of the djistitution. „ VJhile the- 
responsibilities my change from tojne to tme, those ^sently assigned 
to this office are as follows: 

(a) Fund Development: To develop and implement an on-going . 
program of givmg to 'the college- "f rem all private ... 
sources . - . _ . • .. • " 

(b) Director of Alumni Affairs: . To assist the Alumni Assoc- 
iatibn in its undertakes 'mji madjitain the records 

of the- alumni.- ■ ' ./ 

(c) Executive Director of the Tech Foundation, Incorporated: - 
To oversee the day to day operations of the Founidation 

■ which was created in 196U for the benefit of the college?,. ^ 

("d) Secretary "to the Executive Committee. ' " 

(e) Director o:^ the- Affirmative Action Program ' ■ - 

3. Dean of Students 

■ ~^Tl^e Dean of Students is'the chief admiiii'^trator for the' Of flee of 
St-ident Affairs. The Office, of Student Affairs is responsible for the, 
quality of student life on campus. Through its services and programs • 
the campus atirosphere* is enhanced afTd the" leammg environment is extended 
and improved. The Office of Studen^Af fairs is composed of the followV^g 
offices and services: Dean of S^ruderTfts, .Housing, Student Activities a^jd^^^ 
Organizations, Fdxiancial Aid, Career Planning and Placeirent, Counseling j,.^ , 
and Orientation, Security, and Operation of the T^?^, Center These officeS^^ 
function cooperatively to serve students by providmg e^uc^ional opportu- 
nity, by helpiJig students succeed personally and academicallV, f^Ji, V 
developing supportive educational and social programs through^t the 
■ "institution. " ),l 

4. Business Manager 



■ The Business Jfenager is the chief fiscal officer of the institu- 
tion. His responsibilities djiclude the collection, disbursement and 
accountmg for all funds. The Busmess Manager is furthei^ responsible for 
the institution's physical plant operations which djiclude ^intenance 
opi^atiS, .custodial care, ^d inventory control. All xnsfttutional pur^ 
chasing is handled through the Business Office, including; telephone and 
rail service. Faculty housing is al^o administered through this office. 
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Director of AdmissioBS: and Registrar 



• ■ • - • \ A bWJis™ is respofisiJDle for the 
TheDiz^c^orof Admissx^ gd^egs^^ . 

coordination ar«i. supervision of ai^a^e^ are tJGorddjmtion of 

record keeping. ^""f^^^^^a^^U^ ^^P^^f °^ 
institxitional programs ^°^,^XSSeduSs, inaintenance of enrol^ 
^i^'^^'Sl^^ e6n W4-3titutio.^ . 
^^^^"■^^i :i^?^r^wi;:Lte to the office. ^ ; . , ,„ 



statistics^ gi-duco .^.v^ o--" ' 
research appropriate to the office 

6. Director of the Library 



7." Director of Athletics 



7. uirecLvji. v--^ *- 

Themr^otAthleti^s"^^^^^ 
business matrers and is Ssi«nsiJ.ility to pronote 

sn^s^SsS^r^^^^^^ 

Sysical Education Divis^i devegp^t^ ^^^^ ^^^^^^^^ 
and use of the recreational taciiixx . . 



Building 

8. Director of Public lnfonnation 



Sn^lSease to iBedia, it Public Infowation 

on any ^i^,^ Sd^SiniS^tion in obtaining 
^ctOT assists f?^W' f^'^SfdeSl^^^^i^' 



campus events. . ^^^o+v information 



11 



The office combines scheduled activities into a monthly calendar. 
Each y6ar the PIO Office corftpiles, edits, and publishes the college 
catalog. To acconplish -these duties, the office maojitains files on 
all students, faculty, and' administration, and a complete photographic 
file, of y^ly events. The office also maintains a scrapbook of all 
print media publicity for tfhe college. • ' 
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E. Administrative Organization - 
• 2. . The Three Schools 



The academic structure of West Virginia Tech consists of three 
schools,. each headed by a Dean: the Gommunity and Techn^eal College, the 
- School of Engineering and. Physical Sciehces, and the School of Human 

Studies. • ■ „ ' ' 

Each Dean, ''assisted by a faculty Council, is charged with the; . 

responsibility for the deve,lopm6iit of his school. Accordingly, the Dean . 

is regonsible for the reci^iitment , eval^iation and retention of ;^ulty, 

for-^e academic advising of students ^ for curricultm development ,\course 
« offerings, and classroom instruction in his school,' for the .development ' 
^ of library materials and laboratory equipment, and for the administrative 

and financial management of :his school . In summary, considerable academic . 

autonomy is adCorded each Sphool.j. each Dean is accorded commensurate - , ^ 

authority and responsibility. \ 

In actual practice, this^res^nsibility and authority is shaj?ed \ 
by the^De^;;^th his faculty and chairmen. j . I 

•F. Thd Chairriian: Functions and Respo'nsibilities • . . 



Appointment. The selection and evaluation of the Chairman is- the 
responsibility of th^Eean, who may, „at his discretion, invitfe members 
of thfe faculty to cons^t with him in maJdng°his decision. _ " ' , 

^ ' . ■, ^ 

In appointing 'a Chainiian, consideration is given to ^the cajjdidafe^ 
academe degrees, professional experience, recognition in his profession 
through effective teaching, publication, and professional activities, and, 
.TfDSt importantly, his ability. t6 provide inspiring leadership and tS 
develop and promote the goals 'and |)olicies of the' School ' * 

Knowing the importaiice of harmony ...ahc^ good jpersonal relations within 
his departnent or^ivision, the Chairman Will /nvolve _ other membet^s i^ 
maMng decisions and formulating policies whM^er it is feasible to do so. 
He i«ii^cognize__that, although every decisioM fe^ot he made by popul^ 
vote, there generai]5rmiJ^fe-^e_c con^suS-conceming goals _ 

policies, and procedures. ' _ ^-.w-- . 

• The effective Chairman will, therefore, seek the suggestions and • 
• endeavor to maintain the support of other members ip the department or 
division,. but both he and they must realize that in the discharge of 
duties and responsibilities for which the Chairman alone -is Jield account- 
able he must have the final authority. ) - 

Administrative Responsibilities . " The Chaijcman must play an impor- 
tant role in interpreting administrative policies and decisions to his 
faculty, and, at the same time, keep his Oean and, through him, the 
President informed of departmental or divisional needs, of trends in 
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his.own field which Mght b. of taportaBce to Tedh "L-g^^^jS* S''"" 

r?j.ti^^is?s^s?Mfi^":T^^^^ 

a close 'working relationship with the Dean,. _ ^ 

In the functioniiJg of any institution, ther^ r'™%oSfS5tJjpSr " 
of teanwork. .Cooperation, ai^d understanding of 

however, 'r^quir^s that, the entire faculty, must be informed of general poll 
cies and decisions arid ^of the reasons for them. . _ , 

The Ghair«n must play *an is:^okant rx^le in informing 
istrative policies and decision^, ^d in ^te^etin| them 
The Cnaa^ will^have an iiivportant voice in the ^i"g.°^,^f ^igief'' 
decisions, and it is expected that he will endeavor to unplement . policies 
, and decisions .in a loyal and effective manner. 

' Finances Ihe 'Chaiman has the regponsU^ility of making his budgetary 

i:3jiances . me essential that -he Icnow intimately the needs 

needs known to. his Dean, it is essaiLXdJ. ^,,^^-^•f,, hie: reouests ia 

of his faculty in^all budget categories justify hg^^^^^^^ 

terms of^recognized educational objectives. He should ^^^^P^ ^ 
•tS^the needJ-of his. faculty must be balanced against other needs a^l the 

institution. , • • - . 
■ ■ Snce funds have been audited, the Chai™^ ^L'^SS'^S^t'^'Hi 

quartet^s in whidi they are allocated. 

TeaG^ The Chai^,' in==addition io his admdJiistrative responsi- 
^m^^ S^o'^et ^ exan^le of y/d Jeach^g^fo^^^ 
.Effective, and Waring. ^^-^-^l^^^rf-J^^^^^ 

" the ChaixTcan ^^^i!^^^^!^^^ in his own 

•Ghaixiian must givrSi^Tpr'i^^ & . 

duties and in his expectations of his colleagues. 

■SSiftf^hJ^uSS^ian with respect ^to subscriptio^n of pertinent periodi- . 
nTlT^d SSstion of periodical filjns.- At the same tajiB, he should be 
2^^f o^S edSSatioLl. media and render competent advice with regard to 
their place in the library. 

. In dLsch»>;ing this r^spcnsdbility. the aai™ 1^^°^^^,^ 
■advice -istance.o'j^B -n^e^*o ^^^^1^^%^,^ ' 

£ve£^?!s aT^Xn^ of t#r r^sponsihility as any 
other academic function. 
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In some areas, the.develbpnent of proper laboratory facilities is as 
essential as the growth of the library. The Chairman must be ^are of 
laboratory needs, of equipmert which will best meet those nee 
ways in which related areas might share in equipn^t. The eq; 



s, and of 
lijxping and 



maintenance of adequate laboratory , facilities caimqt be neglefcta 

Programs and Courses. The Chairman should /constantly evaluate the 
.currieulumns and courses within his division (z^ department, ffe should look 
. at the curriculum? and courses in terms of their purposes and the extent 
to which they are fulfilling^ those purpose^ Changes in conten): or 
Orientation should be made when altfgratiofis are warranted. 

The Chairman must be aware of simpd-ar curriculums in^' other institu- 
tions in ordei^ thatvhe might have seme basis for evaluation of Tech's 
offermgs. He should also be aware of opportunities to provide inter- 
disciplinary curriculums v/here they mi^t be desirable. 

The Chiirman is expected to be alert to the ijnplications of curriculum 
revisions to teaching procedures and tedmiques, as well as to modifications 
of learning resources and equipnent. 

A related function of the Chairman is the publicizing of educational 
programs and opportunities. He sl*iouM be keenly aware of the necessity 
of attractijig students to these programs and should work With other college 
personnel in recruiting students. 

These responsibilities for programs and courses are not the Chairman's 
aione. Participation of all faculty members ih curriculum development and 
evaluation is essential. 

- ^-.-^ Faculty Recruitment and peyeloT:gnent . *The strength of the institution 
^f^ests in large measure upon judicious ^f^cruitment of faculty, as well as 
U|)on wise decisions in the matters of promotion and tenure. The Chairman 
Will tJJork with his Dean in making his personnel needs known, in advertising 
available positions, and^in recommending persons who, in his judgment, are 
be^ qualified for available positions. ' , 

The responsibilities of the' Ghairman do not end with recruiting, recom- 
mending promotions and tenure, and deciding for separation of faculty mem- 
... ^hePs fron college service. Equally important is his responsibility for 
bringing out the ful^- potential of each faculty- member. 

Ih fulfilling this function,' the Chairman must recognize the academic 
possibilities of each faculty member and try to assijgn him. work which will 
/ most fully utilize his talents and capabilities. He must be aware of 
( personal qualities, both positive and negative, and consider them in making 
^ teaching and advising assignments. 

- • The Cbainnan should seek opportunities for his, faculty to grow and 
develop, encourage participation in professional activities and attendance 
at professional meetings, complement" and encourage genuine accomplishments 

- by the faculty, and provide an atmosph^e which will stimulate each colleague 
'to take pride in his work and s^ek to impro^;^e himself ks .a contributing 
member oft the college community. ' V . s 

' o \ 16 
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Evaluat ion of Faculty Meirfci?^ One of the i»st ijT^sort^t functions of 
the aiainran lies in his evaluation 8?<<aculty. 'Good jud^fient >with regard 
to academic competence, personal attributss, and, performance can _ go far " 
toward' en&uring a Strang ijistitution; poor ^udgTient alm^sp certainly will 
destroy much of Tech's effectiveness. 

Evaluations must take into account eviddr^ces of professional growth 
and the degree to which professional study an(^ activity/ have been translated 
into iror^ effective teaching and improved scholarship. / When evaluations are 
made on this basis, it is essential that the /Chairman ^et the, pace in. pro- 
fessional grotrth and good" teaching for his faculty. 

In making faculty evali^i^ions, the ChairnBn will/ use whatever instru- 
ments have been adopted by th^-^dministration and faiulty of the college. 
However, his evaluations must of^^cessity be of an fon-going nature,\and_he 
must constantly be aware of the quaXity of teaching /and prof ess lonaO^tiv- 
ity. within his 4epa37tment. Moreover, he must discuis these matters wxtft 
faculty members and with his Dean. Evaluations mad^ once a year with con- 
ferences only -at that time nay not'be . suff idi^nt td keep communication^ 
lines open. ' f I 

Evaluations of faouity must be made I in a striJbtly professional manner, 
in accoryJance with criteria well known tjb the facility. They" must also b^ 
made without perional f^vor'or rancor anid without caprice. Moreover, 
evaluations misft be made upon recograzed profess3.6nal basis and must not 
be concemed-vHth purely persc^al^ characteristics which may be des^^able 
merely to p:e Chairman: Ihey'must be dfscu^sed with the faculty members, 
and facull^V members must have an opportunity to concur or to disagree with 
evaluations-Jj:&de of them. ^ ■ ^ 

SatisfactorV- evalmtion instruments , adherence to professional atti- 
tudes in the evaluation procedures, and mutual respect and goodwill can do 
much to proi»te hanroony and rapport between the ChaiMsn and- members of 
his faculty. . \ 

F aculty Personnel Decisions .' ' The^ChainiiBn plays an important, role 
in decision-making regarding pronotlbns, tenure, and dismissals of faculty. 
_.In these matters he shares responsibiUt^ with, his Dean and the President. 

The Chairman should bfe thoroughly familiar with policies regarding 
promotions, tenure, dismissal that have been formulated by the West 
Virginia Boarxi of Regents an.d West Virginia Institute of Technology 

Pronations and tenure are not granted automatically, but are the re- 
sult of action by the West' Virginia Board of Regents taken upon recommenda- 
tion by the President p^the College. They are usually based upon men- , 
torious service and value to the institution and stem from a careful 
review.- For this reason, the Chairman must evaluate his faculty, carefully 
and keep his Dean infomed of his views of each meratoer's service and 
progress. He must also be certain that each faculty member is kept aware 
of his strengths and weaknesses and _ that continuous efforts are made to 
. help him develop to his full potential. 
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The OiairiTian should set an example for his facility in excellence in 
teacliing, rapport with students, upholding academic stanciards, concern' for 
the welfare and interests of his colleagues, attention to routine matters 
such as reports and assignments, and willingness to dedicate himself to the 
interests of West Virginia Tech and its students. 

Adademic Ereedon . One of the most important functions of the Chainran 
is to provide an atmosphere in which members of his faculty can function in 
the best interests of their students, their profession, and the college. 
For this reason, ^the Chairman must be coirmitted to the canons of academic 
freedcxn. 




efforts of the CSiainnan to provide a cldjnate in which free inquiry 
and independent thinking migjit take place must not be construed as giving 
lioe-n6)G to an instructor to promote personal interests in' the classroom or. 
to devote class time to extraneous subjects. Rather, it entails mutual 
respect Ibn the part of the Chairman and his faculty and c^igates both %o 
balance ttaeir freedom with the highest qualities of professionalism and 
integrity i 

Acadejic Advising and Counseling of Students . One of the most importar* 
responsibiuities of the Chairman, and one which cannot be divorced from in- 
^ructional^sponsibilities , is in counseling and advising students. Each 
' student should have the assistance of competent and concerned advis&rs 
throughout his college years, ajid it is essential that the ChaiMan recog- 
nize and implement this responsibility. ^ - ^ 

Some of the work of counseling and advising students will naturally 
faliupon the Ghairman, hims^elf, but he cannot do all of it.* It is incum- ^ 
"bent upoti him to designate other faculty who 'can assist in this function 
and who can and will provide^ Competent advice to students. The Chairman 
has the responsibility of matoig certain tjiat academic advisers accept the 
seriousness of the counseling function, and that they make themselves^ avaa.1- 
able to students for adequate periods 'of time and at hours reasonably 
con\>enient to the students. 

Academic advising should not confine itself to working out schedules , 
adjusting conflict^, and taking care of routine matters. The Chairman 
should also offer suggestions and advice as to careers open to graduates 
in his'^area, possibilities^ for graduate study in the field, and other 
matters of a professional or practical nature. ^ 

The academic adviser should also recognize that academic matters do 
not exist in a vacuum. He should be atoe of other sources of counseling 
available to students and to special services for students with acad^nic 
or personal problems. He should work closely with these groups, as well 
. as with the. Off ice of Student Affairs, ta provide the best possible 
advice to his students. • I 
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Collegiate. Responsibilities. The functions of /dfp^jatmWite and 
divisions ax^ often interrelated with needs and offering in other 
departments and divisions. -For this 'reason, the Chainnan must be 
keenly awape ncrfe only of the programs in his own areas, but he must 
also have a knowledge and sensitivity for 'the needs an^, programs 
elsewhar>e in the institution. . 

The effective Chairman, furthermore, will understand that a 
college is more than a collection of departments. In^ its mission to 
enrich the cultural life of a community and of its more remote environs , 
the college must undertake many functions. The Chairten will, therefore 
seek" to make a conti^ibution to the total life of the college community 
and to encourage members of his faculty to give freely of talents and 
resources which can enrich and stimulate a broad spectrum of community 
interests and activities. 
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G. Faculty Assembly of West Virginia • ^. 

Institute of Technology ' 

Ml fuii-tMe faculty ^:r.?t:^^^:£!^'^ ^^^^^T^^^-^ 

constitution of the Faculty Assembly of 
ijest. Virginia Institute of Technology 

ARTICLE I: NAlC_OFJ2ffi_OR5^iI^^^ 

This organization shall be" l<T,own as the Faculty As^^ly 
S wes???rginia Institute of Technology. ' \ 

ARTICLE 11: FJ^OSZOTJ^^^ 

The Faculty Ass.^1^ Shall be the^a^^^^^ 
of West Virginia I-^:^x^ute of T^^^^ , 

■ - - re^rtSfe S:^rerby«5 o„ts to the , 
, President or by legal action to the Board. 



ARTICLE III: FAC^TYivSSl^^ 



Section l: The resi^nsibilities of the Faculty 
Assembly shall be: ' 

1 To determine mtters of policy with respect to , 
educational prografc, m areas such as-. 

(a, Conti^^s study of ^.^^^^ -^SSef'' 

sj'^sssnraritgrs^— - 

of study. ^ , \ 

■ (b) Changes in school organisations as needed. _ 

attendance policies). 

(d) Estal.lish»ent of ■r.quire.^.ts for graduation fro, 
thp college. 

-■ ^^■u, ' certification of candidates for degrees course 

■^d for honorary degrees. . 
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CONSTITUTION (Ccntinued)/ 

2. To reccmriend standards for acirnission to the college. 

' 3. To pranote the welfare and HK^rale of students and 

faculty. / , 1 ' «• ■ 

4. To 'prmote academic freedom and professional 

respcffisibility. , 

5. ToeBtabliph:prx)cedure8govemin^di5mis^^^ 
faculty member and to e^ablish. means, for revxe^n^g cases 
of' dismissal. 

>\ To- e^ablish' appropriate ccranittees for effective 
membership and organization. - 

facrolty employment, ranK, tenure, ' 
and increments. . ' 

■ • ' sectim2: Any decision by the Faculty Ass^lyffl:' a 

accordance with behalf of West 

shallbede«edangfxc^ac«^m2^b^^^_^^^^ 

. - . Virginia Institute of Teohnol^ r„lieie If any action / 

- approved by the President of *e CoUge^ ir ^ , 

by the Faculty A^-^^i^' "'^ * ''^^i^, S sfiall give' 
• "^S'n<iLn?wf dSisiL'SroSlctions to the . 
■ ^cSS to^l? -d the appropriate ca»ittee. 

• ing boaixi of thi state colleges. 

^'-^Th 'kcStyS; S^l -3r?f *e'°^^ 
■ - ■ g^S SL^'S ^iS'^he/ucational policies 

of tha College. 
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ARTICLE IV: l©TOSfflLIM^^i^^y^^^^^^ 

" c ^.-on 1- Mernbers of the Faculty Assembly shall be 

Section i. iienujtiLo w /•nnQ-t-mictors, assistant 

, IsfSnlf^SelSliSnhrBSeSSTf Wsions and 
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CONSTITOTION (Continued) 



Registrar, the Canptixjiler, the Director of Mn? Library, 
the Dean of Students, and the Deans of the three Schools. 

Section 2: Part-tiriffi teaching faculty, and other 
members of the administration not specified in Section 1, 
may attend meetings of the Faculty Assembly only as _ , 
observers. 'Y)^ey will have no vote and may not participate 
in discussions unless invited to do so by the presiding 
officer of the Faculty Assembly. 

Section 3 : When the status of any faculty member is 
in doubt, the designation as full-time or part-time fa- , 
culty shall be resolved by the Dean of the Faculty. 

Section 4: A list of all menibers shall be prepared 
and distributed' at the'" first meeting of the academic year. 
Additions or corrections shall be noted and recorded at 
subsequent meetings as changes occur. 

0 

OFF ICERS OF THE FACULTY ASSEMBLY 

Section 1: The officers of the Faculty Assembly shall 
delude a Chaiman, Vice-Chaiman, and a Seoretary- 
Treasurer. 

Section 2: The election of officers shall be carried 
out as follows: ' 

(a) Not later than March 15 of each year, the Chairinan ' 
of the Faculty Assembly shall appoint a Maimiating Committee 
and an Elections Coramitt'ee. ^ . 

. (b) During the ^ril meeting of the Faculty Assembly, 
the Nominating Committee shall submit the names of two _ 
' candidates for each office. At this meeting, the Chairman 
of the Faculty Assembly shall call for naninations from 
the floor. ' ' ' . 

p (c) The Elections Committee shall prepare a ballot 
listing all nominees. The ballots shall be distributed 
by mail to all voting members of th6 Faculty Assembly not 
later than /pril 20. To be counted, ballots must be 
conpleted and returned to the Elections Committee, by 
April 30. 

■ . Section 3 : To be eligible for nonination and election, 
a candidate must have been a voting member of the Faculty 
Assembly of the College fpr at least three academic semes- 
ters prior to the elections. Members of the Administration 
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ARTICIX V: 
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CONSTrrUTiar (Continued) 



as defined in Article IV , Section 1, are not eligible 
for election to the Executive Committee of the Faculty 
Assembly. 

-S^ctioir-'trr' Of f icers of the Faculty Assembly shall 
assume their duties on June 1 and serve through the 
following May 31. : ^ 



Section 5: The Chairman of the Faculty Assembly ^ 
' shall be limited to two consecutive terms in this office. 
Other officers may be limited to three consecutive terms. 

f<j^:^ Section 6: When a vacancy in the Chairmanship occurs, 

t^' the Vice-chairman shall immediately succeed to that office. 
ya<:ancies in other offices ihall be filled by election at 
the next regular meet^g; nominations" shall be from the 
floor. 

. ' ^ .. . . • 

ARTICLE VI: DIXIES OF THE. OFFICERS 

*. Section 1: The Chairman shall preside at all meetings 

of the Faculty Assembly and its Executive Committee. 
Whenever appropriate, he shall represent the Faculty 
Assembly at college functions and shall perform such other 
/ duties as are normally the responsibility of a presiding 

^ officer. 

Sec-&don 2 : The Vice-ChailnTi^ shall serve as assistant^ 
to the Chairman, and preside at al|L meetings in the absence 
of the. Chairmao . ' ^ ^ 

- ' 

Section 3: The Secretary-Treasurer shall Maintain 
minutes of allj Faculty Assembly meetings and distribute' 
them to all mdnbers. He shall be responsible for the ' 
official corrWspondence and the financial r^&ords 
Faculty Assembly. 




ARTICLE VII: i MEETING OF THE FACULTY ASSEMBLY 




Section 1: Meetings shall normally be held at 1 p.m. 
on the first Th^jrsday of each month, unl^s the College 
is in recess. 



^Section lT"^ Special meetings may be ceiled by the 
presiding officer, or upon request of the President or , 
Dean of the Faculty, or by written petition o^^i^one 
of the voting membership. 
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CONSTITUTION /(Continued) 



Section 3: At least 2U hoiars prior to eajzft meeting, 
the presiding officer shall notify all membei^s in writing 
of the time, place, and purposes of the meeting/. Items 
not listed on the agenda may not be act^d^ upon /except as 
permitted under Robert's Rules of _ Ord^r. ^/ ^ 

ARTICLE VIII: QUORUM AND PROCEDURES FOR FACULTY ASSEMBLY MEETINGS 

' / 

Section 1: Twenty- five percent of the ijienibership , 

excluding those on leave of absence, shall qbnstitute a 

quorum dijring the regular academic year. A quordm during 

the summer session shall be a majority of those who have 

accepted their contracts for the following ■ academic year 

, before th^end of the spring semester. 

• . Section 2: Meetings shall be conducted in accordance 

with Robert's Rules of Orxler, Revised . The Chairman shall 
appoint a Parliamentarian to advise him on questions of ' 
procedure. 

Section The agenda for meetings shall be prepared 
by the Executive Committee of the Faculty Assembly. 

Section 4: Members desiring consideration of pro- 
posals other than procedural must first submit -them to _ • 
the appropriate perrranent c'ommittee for ppssible inclusion 
on the agenda. Nonmembers rfiay address meetings for the 
organization only bi^ ihvitation. 



ARTICLE IX: 



PERMANENT COMMITTEES •« 

Section 1: To carry out efficiently 'its responsibili- 
ties, the Faculty Assembly shall establish permanentr— ^ 
committees. The composition of each committee and 
method of selection of its members shall be as giveh in ^ ^ 
Section 5 of Article IX. . ' ) • 

Section 2 : 'The responsibilities of each ^6mrM.ttee 
shall be those established by the Constitution or ^hose 
temporarily assigned to it by the J.x^cutive Committ^ of 
the. Faculty Assembly or by the President of the Collto<^ 

Section 3: . The Faculty Assembly" shall ^ be ijtformed 
in writing of all committee decisions. Any'deolsidn by 
a duly constituted committee shall become theybfficial 
policy" of the Faculty Assembly unless review/is requested 
by the appropriate coiimittee chairwan, tha ^'acuity Assembly 
Executive Committee, the President or Deaj/df the Faculty, 
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CONSTITUTION (Continued) 



or tHcough written petition of twenty-five members of the 
Faculty Assembly. Committee actions which are subiect to 
revifew may be" returned to the committee for reconsideration 
or lay be voted upon by the Faculty Assembly as a whole. 

' Section 14- Unless other provisions are in force, each 
ccWttee shall elect its own chairman excluding students 
aid all those people with executive responsibility m the 
area of the committee. 

Section 5: The permanent committees of the Faculty 
Assembly, their duties,. and irembersfiip shall include|_^ ^ 

(a) Executive Conmittee of the Faculty Assembly 

Membership: Chairaen, Vice-Chair™an, Secretary-Treasurer 
Duties: To advise the Chairman, to prepa^'e the agei?da tor 
meetings, and to perform such hthef duties as are described 
uLn this constitution. ' ' , 

(b) Academic Affairs Committee . . " 

Membership: The President (ChdiniBn), the entire^member- 
ship of the Curriculum Cormdttee 6f each school , three u; 
elected representatives of the Faculty Assembly, and 
two students. appointed by the President of the Student 
Government Association, subject to ^approval by the 
Student Senate'. The student representatives must have 
at least a 2.5 average, must not be on probation, and 
may not be from the same academic school. The Director 
of Admissions and Registrar, the Dijrector of the Library, 
and the .Dean of Student Affairs^ shall be ex-officio ^^ 
members in non- voting capacity. 

' Duties- To develop academic policy for the college _ r ■. 
■■ including graduation requirements, curriculum revision,., _ 
and divisional structure of the college. - ^ ■ 

(c) School Curriculum Committee ' , r 

Membership: The' three school Curriculum l^ommittees shali 
consist of the Dean of the School* (ChairiiBnO , and one 
representative of each stbject? area, where a manor is 
offered. Appointed Division or Department Chaoj^en. 
shall represent the degree , granting area of their pro- 
fessional traijidjig, faculty of degree granting- areas 
not so represented shall, elect a representative to their 
S^iculum Committee. . ITie subject areas to-be represented 
^ shall be listed- in the Bylaws of thejaculty Assembly. 
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CONSTmrnOlf- (continued)- 



Duties; ^To .4evelop policy concerning curricula^rnatters 
including program aind course changes.^ Wh^^^X^dhange 
may affect programs in more than orier'SdTpol that change 
•must be approved by the Curricul^;(2oHTifattees of all 
Schools affected. 

'Cd) Alumni Activiti^ ' 

Membership; Directpi^f Alumni Affairs, two api»ijited 
representatives ofthe Faculty Assembly, President of 
' Alumni Association, Chairman *o£ Student 'Council Home- ■ 

■ coming Committee. , . ^-^ t ^ 

Duties: To coordinate aMmra activities as they relate 

to the canpus. •" •« 

(e) Ath letics • ' . ■ 

g^hip:' Athletic Director, three elected repr^senta- 
. tives^f^e Faculty Assennbly, and three student ^pre- 

sentatives. . . / 

Duties: To forTmjii[=Ee--gec^al athletic policy, /Oversea 
finances, and apprave scheHuiing for- uiterco^egiate ■ 
coiroetrtion. 

(f.). Classification and Grades' CcMidtt/e 

■ ' ' : ' ~~f ~ y 

Membershio: Re'gistrar (Chairman) ,'Deah/f the Faculty, 
an'd two representatives from' each scho^.-.elec;^ by the 

school membership. , ' ■ ' - / , j 

- Duties: To establish and " supervise ifolicy rand .procedure 
relating to th'e classification and'idmission'of students 
• a^id thie iraintenance of gradin^tahdards : to^reconmend 
. candidates, for -graduation; to a^l^ve academic probation 
"and suspensions. 

(g) Cgmmeni^ement - 

Membership: ' College Marshall , Registrar ,Vhree elected 
representatives of the FadQlty Assembly arfd one senior ^ 
and one junior m.eirfDer of /h>( Student Senatd- The O^llege 
'Marshall shall be electe^^^y^the Faculty As^arib|.y for. a 
period of "5 years. -. // \ • ^ •/ ,\ ' 
Duties: To arrange fofyCommenc'^ent activit|tes and 
~ recommend candidate^^lfc^r honorary degrees 

(h) ComDi 
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■Membership: rDirect6r/of the Computer Center, m^ecj6r_qt_^ 
AdmiTssio^- and Registrar,^ Dean of Engineering ^d Physical 
Sciences^-, drte' representative of each school to be appouited 
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' by the Dean, and representative of the Business Office 
to be appointed by the Comptroller, and one student 
represaitative. , 

Duties: To develop a computer center to serv^ the 
• entire campus; to establish and maintain overall policy 
pertaining to the facility. 

(i) Convocations ° „ 

-Membership.: IWo -members appointed by the President of - 
the 'college, at least one of v*iom shall represent con-' - 
raunity interests ; two members elected by the Faculty 
Assembly*, two members of the Student Council. The 
chainpn of this committee shall be an eleQted repre- 
sentative of the Faculty Asseriibly. ' The Convocations 
Administrator, appointed by the President, shall be an 
ex-officio member of fhe committee. ' ^ . ° . v, 4. 

Dutida>- 'To determine. general convocation policy that _ 
will provide educational and moral enrichment i entertain- 
ment, and a broad, cultural experienge for the College _ 
. ■ comnunity. The policies of the Committee shall be carried 
out by a Convocations Administrator appointed by the 
President. " , . » • 

^ ■ , . 

■ (j) Faculty Status 

' ~' • ' 

Membership:. IW0 representatives from each school to be 
elected by the school membership, this sballliowever, 
exclude the Dean of that school. Four elected -repre- 
sentatives of the Faculty Assembly. ^ . . 
Duties: Ttf recommend policy regarding employment^ salaries, 
rank,' tenure,^ leave, and dismissal of faculty members. To 
apprKDve requests for sabbatical l^ves. review instances 
of -alleged violation of accepted policy. To serve 3s an 
• ■ . ' appeal committee in the case of, the dismissal of faculty 
. - .members. . ■ • 

*■ . (k) Faculty Welfare CoTrfeittee / ' 

• Membership: One faculty member for "each twenty faculty 
'v--^ ■ members (no partial therx)f -J. be elected by each school, 
" ■ ^ but each school --wiil have a'mininpn of bne; and' four mem- 

bers of the faculty elected, by the Faculty. Assembly. 
Duties: To make recommendati-ons on matters other than 
those covered by the Faculty. Status Committee, (?f general 
concern to the faculty. ' ' 
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■ (1) Work-Study C o^tiattee - • . 

MeiTibership: The Deans of tfae Schools, the elected repre- 
sentatives " of' the faculty, 1^0 student representatives • 
appointed by the Student Government Association, and the 
Dean of Students. ' ' . ' . 

Duties: Thi^ committee shall be responsible for establish- 
- ing policy with regard to the operation of the Work-Study:* 
Program. Student members shall be accor^^d full voting 
privileges with regar<d to matters, of policy, but may not 
participate in meetings involvings the confident ialVeciorc^^ 
of a student without permission df the student. ^'"^^^^^^^^ ■ 

(m) Loans, Grants c and Sch olarships Cqmnaittee ^ . 

Membership: ^Three Faculty Members, one ^elected^ from each 
school, three student representatives, one apppinted from 
each school by the Student Government Association, the 
Dean of Students, and the Director of Fiilancial Aid. . ^ 
Duties: This committee shall be responsiJDle for establish- 
ing policy with regard to" the operation of ^he scholarship, 
grant, short-term ^oan, and long-term loan progf^aras. Stu- 
dent members'' shall be accorded full voting privileges with 
regard -to matters of policy but may not participate in 
■ matters involving the cojifidential records of a^tudent 
without permission of that student . ^ . ^ . ' 




(n) Fulbright and Other Sdiolarships 



Cha. 



'Membership: Five faculty. members- appointed, by t 
of the Fruity Assembly. 

-Duties: l\ publicize" Fulbright competition^ select 
Fulbright nisminee for the" State Committee. ^ This co 
will also re^mmend nominees for other natijjnal schol 
ships, for advajjced study 



(o) Honors yrogram 



' r^embership: Five Vepresentatives elec^dfby'; 
Assembly and one "student membet? appoints^ by t 
of the Stuaent Gove^Ment^^ooiation 

' Duties: To develop .aJtek§upervis^ an Hg^ors pro, 



Faculty ^ 
Presid^t 



(p) Official Functions 



Haixman of ^ 



Membership: "Five members- appointed by 
the Faculty Assembiy^' 
Duties: To arrange for hospitality at major functions^ 
involving thp Faculty Asseritoly. , , < * ' 
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' (q) Library . . 

— - — ■ ' - " ' . , 

Membership: -Librarian, two representatives of eadi_ school ^ 
appointed by the Deans, and one student .representative. 
Duties^ To formulate general policy governing library 
operat ions V to assist the Librarian with decisions regard- . 
ing purchase of l^ks and other^ publications. 

(r) Publications . ' 

■ \^ 

Membership: Registrar, • Comptroller, Onairroan of EhgliSh, 
Department, ChaiMan of Printing rfenagenient Department 
Faculty Advisor and Student Editors of all student ^^ubli- ^ 
cations, and the Director of Public Information. 
Duties • foraftilate general policy and recommend and 
approve all publications for the college.^ Any publication 
under the sqhool name' must be approved by this committee. 
The responsibilities of this committee shall exclude _ ,. <„ 
editorial policy. ^ . , ' " ' , 

(s) Stjadent, Social Activities 

Membership: Dean of Students, one elected representative - 

of tfie Faciilty Assembly, five student members, two of whom 

shall' be members of the Student Senate,. 

.Duties: Tp coordinate and regulate all student social. 

aqtivities. 

,,(t) Tech Center Board " • ' " 

Membership: Student Center Director, Asgistant bean of- 
Stwdents , one elected representative of the Faculty 
'Assembly, and four members of 'the student body. _ 
Duties: ' To formulate policy regarding the operation q| . 
the Tech Center. . . " 

Cu) T^e Student-Fac ulty Discipline Committ^ ■ 

' Membership: "Four faculty members elected by the Faculty _ 
Assenfcly and three students appointed by th6 President- of 
the Student Government Association, subject to approval by 
the Student Senate. Tfiree' faculty, alternates shall be - 
similarly elected, and three student- alternates shall .t)e 
similar lyuappointed: ^i,-^,. 
Duties: This committee shall formulate disciplinary- polidy 
for the college and 'be responsible for all dn^ciplmary 
action taken on behalf of the institution. This ^ committee 
is specifically charged that its>policies stall jealously 
protect student Aghts, carefully observe due process, and 
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clearly dellheatV appekl procedures . . Because of the 
possibly delicat A nature of its deliberations, this 
committee s)iall nAt 05/dijnarily report specific decisions 
to the Taculty-AsstoibiyV but directly to the' President. 
•The' Faculty AssernblV/rnay» however, by a vote of 75 
percent of the membership, request that the Committee 
Chainnan infonn the Kaculty Assembly on any decision , 
of general importance\to the faculty a^d the ' i 

JLn^itution. , ' " \ 

(v) Rfesearch, Pufal!^cations , and Consulting 

Membership: • One representative of each school designated 
by the respective dean aJad two members at "large to be 
appointed by the Presideiit. , . 

Duties: Recommend policy! to encourage research -and _ 
publications, rules goverAing consulting on. an ina;Lvidual. 
or contract basis, and seA/e as a- review board for 
requests for financial or 6ther assistance for research ■ 
or publi??ations . ' y 

(w) Committee for StudeAts' Appeals of . Grade Evaluation^ 

Membership: Two faculty meirfkrs elected by the Faculty 
Assembly, two students elected by the Studertt Senate, and 
a faculty member appointed by pe ; committee. Tnis faculty^ 
member will be from the same aitea of study or from an - 
associated field in which the. dispute is involved. 
Duties: To act on disputes bet^en 'students and faculty 
over any grade of importance. This committee will deter- 
mine whether an academic evaluation was "prejudicial 
or capricious" in accordance withVthe statement in the , 
document Student Life Policies issked by the West Virginia 
Boajpd of Regents and make recommendations accordingly. 

Because of the possible delicate native of its delibera-_ 
tions, this committee shall not„ ordm^ily report specific 
decisions to thfe Faculty Assembly, but Mrectly to tne 
Pi-esidenfef-^TJie' Faculty Assembly may, hov^ver, by a vote 
of 75 percent of the membership, request -th^ the 
Cdmraittee Chairafen inform the Faculty Assembly on any - - 
decision of general importance to the faculty ai^the- 
institution. ■ \. 

Section 6: Except in extraordinary circumstanceHv,^^ 
a member of the Faculty Assembly shall be limited to two 
coimittee assignments. Ihis restriction. shall not 
apply -to those whose service is required ex-officio or 
is needed for proper •committee .representation of the 
various areas of "f-he college. • • * 



CONSTITUTION (Contibiued) \. ' ~ ' ' ^ >, 

Section Iv Each; elected coranriittee member* shall serve a 
regular , term .of twp years. For any newly fomned committee, 
' apprxDximately one^^lf of the elected membership shall be 
elected to one-year t^rfQS . - ' . 

Section '8: At loast ten' days prior to the September 
meeting of .the Faculty Assembly, the Chairftian shall appoint 
a' Committed on Committees, consist ijig of three voting 
inembers. At the September meeting of the Faculty Assembly, 
this committee shall submit a slate of nominees for all 
vacancies on permanent copnittees. From this list, and 
from nominations made from the floor, representatives for 
all committee positiofis heretofore assigne4. to the Faculty 
Assembly, shall be elected by secret ballot. The 
President sVall be an exrofficio member of the Committee, 

Section 9: Interim vacancies of elected comitiittee 
positions shall be filled by nomination and election at the 
. next regular meeting of the Faculty Assembly after the ' . 
vacancy occurs.' ^ ^ • 

^ectioft 10 : School representatives miLtet be nominated 
at a school meeting during the first two weeks of September. 
, Election shall be by Secret ballot. The Presid^t shall 
detennine the divisioj) to which a faculi^ member belongs 
for purposes of voting. ^ . 

Section 11: The Faculty Assembly shall have "Sie right 
^ to remove from a comgiittee an^ representative who shall be 
1^ derelict 'in att^dance or resporpibilities. Such removal 
/ shalj. be subject to procedures governing other, busiiiess 

/ . / which may be bro\ight before the body and shall be effected 
C, • only by a two-thirds vote of members present in a regilar 

meeting. Voting on t^^^^^^^^e shall be by secret ballot. 

ARTICLE X: TTMPORARY COMfflTTEES , . 

Section. 1: Temporary" committees may be established 
upon recommendation of the President, upon recommendation 
of the Faculty Assembly Executive Committee, or by approved 
iTotion from the floor at a meeting of the Faculty Assembly. 

Section 2: The membership of a temporary committee 
shall \be appointed by the Chainian of the Faculty^ Assembly 
pr by the President of the College. 

miction 3: Th6 purpose of a teirporary committee shall be 
defined at the time the committee is created. Upon accomplishment 
. ^'^^^^-its purpose, the committee shall Be automatically dissolved. 



CONSTrn/nON (Continued) • . 

'ARnCLE XI': PROCEDURE ' FOR AME M)^CNT OF CONSTITUTION 

I ' '■ «. 

• Section 1: An amendment may be considered for adoption 
^ after it has been presented in ^writing to the membership at 
a regular meeting of the Faculty Assembly. 

' Section 2 : A properly presented proposal for amendment 

shall be voted on by the members at the next regular meeting 
after presemtation . Acceptance shall be by a two-thirds 
^ . majority of those voting on the proposal. 



ARTICLE XII: METHOD OF ADOPTION OF CONSTnUTION 
it . ■ ^ , ■ ' ' 

"• This Constitution becomes effective upon approval by a ^ 

two-thirds majority of the voting faculty of the College as " 
now constituted and upon approval .of the President of the 
. College. .- o 



ARTICLE XIII: ESTABUSffiCTT OF BYLAWS , « 

Section 1: In order to provide for the routine operatic 
of the Faculty Assembly p bylaws may be established. . 

Section 2: Bylaws may be considered for adoption after 
presentation in writing to the Faculty Assembly Executive 
Canmittee which must' place the proposal on the agenda for 
consideration at the first regularly scheduled meeting ^of 
the Faculty Assembly after it is received. 

Section 3: Acceptance of a bylaw or change in bylaws 
shall be by simple majority of those voting on the proposal. 
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BYLAWS ■ 



'I. COMMTITEE TENURE 

A. All duly elected and appointed member's of . conmittees of the Faculty 
AssemlDXy shall take office October 1 of that year and^serve until 

^ Septonber 30 of the year in which their tern ends-. 

B. The Chairman of the Faculty Assembly will publish and distribute 
a list of the membership of all committees by October 15 of each 
year. Only the members on this list shall be eligible to serve on 
said conmittees without written permission fran the Chairman of the 
Faculty Assembly. 

. C. The, Chainnan of the Faculty Assembly shall designate a pro tern 
chaizroan to .call the -first committee, meeting of each committee 
during the first 15 days of October. 

II. EFFECTIVE DATE FOR COMMITTEE POLICY 

- A. *When the ccmnittees of the Faculty Assembly that are empowered with 
the authority to establish policy do formulate such policy, it 
shall not go into effect until two academic weeks after the members 
of the Faculty Assembly have been properly djifomed. The actual 
effective date will be-certified by the Chairman of the Faculty 
Assembly. 

B If no move has been made during the two week period to have the 
committee's decision reviewed by the membership of the Faculty , . 
AssQDbly, the policy will be isx foree, and unless changed by the 
committee will remaiji effective" for at least one year. 

C. The two week waiting period may be waived in unusual cdjrcumstances 
by a unanimous vote of the Executive Ccmnittee or by permission ot 
the President of the College. When the two week waiting period is 
waived, the faculty will be informed in writing. 



III. ORDER OF BUSI^ESS FOR FACULTY ASSEMBLY MEETINGS 

ft- 

The order of condi^txng business in Faculty Assembly Meetijigs 
shall be: 

A. ^proval of Minutes 

B. Mnouncements 

C. Coffmiittee Reports 

D. Agenda 

E. New Business- New items may be introduced frcm 
the floor and, at the discretion of the Chairman, 
referred to an appropriate pommittee or placed 
on the agenda for the next meeting. 

( F. Special Reports ^- • ■ ^ 
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IV. SCHOOL CURRICULUM COflMITTEE MEMBERSHIP 



In accordance with the description of Schcx)! Curriculum Committees 
in the Faculty Assembly Constitution, the following subject areas 
offering a major program" shall l5e represented: 

Community and Technical College Curriculum. Committee : Civil 
Technology, Draft doig and Design, Electrical Technology, Mechanical 
Technology, Mining Engineering Technology, Nursing, Secretarial^ Studies , 
Dental Hygiene, . 

Engineering and Physical Sciences Curriculum Committee: Chemical 
Engineering, Civil Engineering, Electrical Engineering, Mechanical 
Engineering," Computer Science, Chemistry, Jlathematics, Physics. 

Human Studies Curriculum Cgmmittee: Accounting, Biology, Business 
Management,. Computer Management, Education, English, History and 
Government, Industrial Arts, Industrial Relations,. Music, Physical 
Education, Printing I^agement, Social Studies, Public Service^ and^, 
Vocational-Technical Education. 
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III. EMPLOYMEKT - - ' 

A. Policies - ' , 

1. Faculty Appointments / . 

handle personnel matters ^t west vnrgojui » subsequent to 

appg.lnf.ents ff'^.^^^^.ff^X^^^^-^- 

of earployment. ' ^ - 

upc3ated, official transcript must be on tile. ^ 
2. Faculty Expectations " 

™r a^^stiri^rsei^^^ 

be ejcpressed in "tenns of hours of work. « ■ 

„ ■ institutional expectations flff^ll^^^^^^f^^^ 
standarKis. , These expectations include f^g^g^ fe^^' These 

scJ^olarship, ^^^^.J^ZS^l^^^^^^^ institution. . 

expectations are differentially ^^t^^^j"]^^^ essential thrusts: the 
sSh defimtions, however, fl^f^^^^l^^^J^^^ purpose^ 
recognition of inspirational and ^J^^^^^^^f g^cognized professional- 
the importance of each faculty "^^^^^^^^^^^^s knowledge and^ 
degree in his discipline and ^^^^^^ f S^^nS i^terest^in . 

3. Appointment, Prxsnotion, Tenure and Termination 

"a. Faculty employed prior to July 1, 1974 should consult the 1973-74 
Faculty Handbook for the applicable policy. 

B. Policy coverd^ faculty appointed ^^^!f J?\S^^,\97''' 
covered by Boacd of Regents Policy Bulletnj. No. 36 of MardFn2, ly . 

C The complete text of Policy Bulletin No. 36_follows in roman 
type, t£; SJSed ?ype r^flects^^ institutional policy within the 
disc^tibnary authority of Policy No. 36. 
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'policy bul letin no. 36 
March 12, 197H 

POUCY REXSARDIwi ACADEMIC FREEIX)M AND I^SPONSIBM • - 

APPOINTMENT, BROMCyTION, TENURE AND TERMINATION OF 
EMPLCMliT OF PROFESSIONAL PERSONNEL 

RESOL^, That the West Virginia Bokxi of Regents hereby adopts -tiie . 
following policy for professional personnel in" the -statg syst^ pf higher ^ 
education, effective July 1, 197i+. " 

All acadendc appointments made -after the effective date hereof "shall 
be in eonforntdty with this policy statement. 

The provisions orthis policy t^latiiig ^^i^ i'^^'^^?^^ ' , S^!!?f ^ . 
and tenuac^ status, shall not apply to personnel with, an effective date 
of employment prior to July 1, 1974; provided, however, any such appointee 
wishing to be covered by "these provisions relatojig to qualifications, 
contralts. and tenure stit&, may request such coverage in writing prior 
to Jul\^<L, im, which request for such coverage, if approved by_^e 
Pr^siSrt of the institution and the Boarxi of Regents, shall entitle the 
^ointee to coverage, and suqh coverage shall be noted in, and become 
a 'part of the individual's permanent file. P ^ 
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1. AraVlcrri:! c. ^TvecA(|^n 



The nc-iceosit^y of acaderriic freedom at We^st Vijrgi-nia state colleges and 
univenn'tles is solfrevidenbt The West Vilrginia Board of Regents recog- 
ni2;es that the. vigilant, protection ^of db^i^titution^a: freedoms is nowhere 
rrt^re vital than in the colleges and .universities under its jurisdiction, 
Facxilty members and f^taidents' must always remain free to inquire, study, 
and evaliiate. ^ ^ • ' * " 

Aradt rrd.c frr^'''>V.>m g\idranteL-r> the l iberty of members of the academic 
rnmrrnuij.ty to '-rx^fil>i R^'iidy, disou:.s, investigate, teach^ conduct research 
rind [" :Mv:h , dr^pending rurx:)n their particular role at the institution. 
i/\Hnrl'^' tr^'!•r,rs T/r. 'ill havo the -^ame f^,-:(?dom in these areas. While the 
t.'. rn '^"1: 1. -iii.' 1 r: -Kn" i.- irDCit of>on uc;ed-in describing/ the rights of 
facult-/ /nf >TR]-,r-r', r,T r'r^\\e^n or uni vorsit^/, students are also entitled 

rb.' ] ;r<vieT;ic frviry.iom. To all of those members of the 

acaJ^ni. ■ -:rr:;':ril,t7 '^*o;/^njoy academic freedom, there are, commensurate 

FdC'iU m^[iAzr3^ ^I'-tlr-r tenui^d QV^on pir)bationary status, shall 
b-'^jnt i.ti^\] fun fr^-r'doin in research and In the publication of tlie 
\.'-Mif<; uy±x :U'^av^^:, .vi]r]'':ot to the adequate performance of their 
.>v v .u^idMnic tif-i v: vuicli may tmclude designated research, extension 
-.^-rvi-'o., 'V: ! »,h''p pi of<-.r.iona] duties/ Further, each faculty member 

Pnt '* W"! to -^"--^ 'yJori, in tfie classroom in discussing the subject ^ taught. 
:!i add ; Lion, 'Jh-n ^-icull7 m^jfrbers 3pea]< or ^^ite as citizens outside of 
t^^• o.-^ri- ^-'^^ v-^ i'.''-r;:It7, f\\Kiy -^hall br: free , from' institutional 

Th^> rry;vy \)^, of -i'Md'ini-: fnv^dom sliould be accompanied by an equally 
iihp-.r^N.int. 'onc'\[^'^: of aca'ltvmic responsibility. The ^faculty member at a .... 
West Vir;^,i;ni.^Si^-'^^^^- coil-go on university is a citizen,. a member of a 
' learrre'i prr^rtr ssron-aiid 'n?.[ux^ of an educational institution. As 

such, a Fac'xlly :ru-mbor, to^;nt})c;r with mejnbers of the academic com- 
./nunity, Ivis nv- n-v{onsibi] it-/ for protecting, defendirig^ and promoting 
indiviJual i'Md-uino f roj lorn and aoidemic freedom for all m^ers of the 
(immunity, llv- facul^l'/ mejiiber is n?:sponsible also as a teacher for 
strivini^/to spr>.;a}r wiiji accuracy and"with respect for the similar rights 
and responsibllit Los> of. others. In sfieaking only as an individual or 
for a llMtcd gr>^^->up, tlic"fr3culty member should not imply or claim to be 
a spokesman for the institution in which employed. 

2. A}->pointraenr (>f Arvideinio Personnel ^ • 

A. Th^-^ a^'.idornic p;,!rs'';i\nol at any of the institutions under the 
iiirisdic tion jL iV^ard ( f Regents shall be those appointees of ^ the 
Bcx-j.p1 -^r K,>^jnt':: at :.uch institution who are assigned by the president 
/ -of each such ijist itut ton to ac:ariomic duties which include teaching, re- 
s' ar-.-h 'I'T^/'-^r s^^ro' . Th"' ftuj / includ'% upon the recommendation of the 
president of .in Lr-i.titul ion ^'isd th(:.^ ripproval of the Boaixi of Regents, 
sucii i-'iofessi^^nal personne! i:-' librarvL^in;, and those involved in off-campus 
servLcoi 
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Academic personnel appointed to render fullr-time service for the 
Board of * Regents at any of the institutions shall be appointed to faculty 
positions JLn one of the following ranks: 

% ■ 

(1) Professor 

(2) Associate Professor 

. ^ (3) Ass3(,stant .Professor " • 

(4) Instructor \ 

C. Other appropriate titles which more accurately indicate the 
of the position may be used upon the recommendation of the presiden- 
an institution and the approval of the Board of Regents • 

3 . ^ Service of Academic Personnel 

A. Personnel -rendering full-time service to the Board of Regents at 
one of the institutions, but assigned to administrative or staff duties, 
either in addition to, or, for the time being, exclusive of , ^academic 
duties may, if qualified, be appointed to, or may retain, one of the 
foregoing faculty ranks in additi^to any admiyiistrative or staff 
titles. ' 

Non-'teaching personnel shall not be given aaademia rank in a field 
without the aonourrfnce of the appropriate aoademia department. 

B. Acadendc personnel who are expected to render service limted to , 
only part of their working time in any period, cfr to particular functions 
requiring only part 'of their professional attention to^ duties at an in- 
stitution, or to only a brief association with an institution, shall be ^ 
designated part-time* and my be appointed to a position with one of the 
following titles: , 

(1) Any of the faculty ranks, but designated part-tijiie, visiting 
clinical ^ or adjlinct, as applicable to describe the connec- 

* ' tiqm or function. , , " i, 

(2) Lecturer - ■ * ; 

(3) Assistant, designated graduate-,' research, clihical or adjunct, 
as applicable to describe the connection or function.^ 

C. The president of 'an institution shall make all appointments to all 
positions at the institution, , subject to appro\7al of 'the Board. 

D. Every appointment of academic personnel at any institution shall 
be for one fiscal year, or part thereo%„in accordance with and in 
compliance with the annual budget of the Board of Regents, or supple- 
mentary actions the1?eto, as provided by law. 

' ■ • • - - . 

E. Every such appointment shall be in- writing and a copy of the 
appointing document shall be furnished to the pferson appointed. 
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Sudh document shall « contain the terms and cdnditiDns* of tfee appoiiitment ; 
proyided,^ however, any special undey^standings stated thereitf "shali be 
subject to the. approval of the Boarj3^ of Regents, or otKerwis^^ such 
special understandings shall -be void. 

Faculty; - Conditions of Appointment , ' 

A. All full-time appointfnenlts to tl^e faculty of an institution shall 
be of two kinds: probationary Appointments and apgointments with' tenure^? 

B. All part-time appointments, as defined in 3-B, shall be neither ' . 
probationary appointments noiy appointments^ with tpnure, but shall be 
appointments only for the ^ periods specified in the appointments and for 
the purposes specified in tne appointments with no othe^r interest or 
right obtained by the pef^on appointed by virture of such 'appoiiitment 
except as specified in ^ucK appointj^nent. - ^ 

C. Jhe appointment ' of a person to a full-time faculty position at an 
institution is made subject toXthe following conditions: 

(1) The appointee shallrf^der full-time service to. the 
. ^ institution to which appointed. ' Outside activities 

sh^l not be restricted Viless such activities or em- 
plo;^erit interfere with t\e adec^uate performance of 
academic duties. The, admiKLstrition'of each institu- 
i tlon shall establish a program of periodic ^review .of. 
; outside services of appointees\to- guide faculty 
members . 



(2) If outside emp-loyment or service inte^^fe^es with the , 
performance of the regular insti1;utio?;iai Milti^s of the 
: _ appointee^ the institution has the Mgfit to make suc^ 

adjustments in the compensation paid to, such apppintees" 
as are warranted by. serviges loiSt to the institution,, 
and institutional equipment and materials .us^d. 

M Joint Appointments ' 

A. Faculty members may be appointed to perform academic dutie^at^ two 
or more institutions, which duties may include teaching, research, eounselV 

-ing, or. .pther services. For administrative purposes, one ijistitutidn^ail'' 
be designated 'the faculty member's "liome institution," whic|a institution"^*-^ 
shall be responsible for grafting promotions, railses in salary and' tenure; 
provided, hpwever, when cause therefore shall occur, ap;^ropriat^V^ljnseling . 
disciplinary action, etc., shall be the responsibility cJf the institution ' 

'Where the :oceurrenc,fe' arose. 



B; ,The concJLtfons and the details of the faculty men±)er's joint appoint- 
ment ^ including 'the designation of his ''home institution" and other specia^L 
arra^igements , which may include reasonable expenses, shall be specified, 
in the contract agreed. to. Dy the laculty member and the. presidents of the 
institution^ shariijg his services. Jplnt appointments will pnly be made 
with the consent of the employee. \\'' . * 



C: Etiia^-tiine faculty n^ers appoWed under jointer contractual^ 
appointments .;sh5ai continue to. be considered full-t^e employees of the 
•^lome institution, *' , ^ . • , ' 

6 . Promotions .' • ' ' w . 

a1 Within the following framework er^ch president ^ shall est#3lifeh,- 1 
coop^'atien with the faculty or duly elected representatives of/the» ^ 
faculty, ''guidelines^ and criteria for "proroot ion: s , • 

(1) There §hall be demonstrated evidence ^hat the promotion is 
- • • . based^on a wide yange pf criteria such as excellence - - 

• ' in teaching, sigri'ificant contribution and -service to the 

college commiifiity, ejfperi^ce, academic a<ihievement, pro- 

■ ' f ess ional growth, research, _ potential for continued ■ 
•• ^ prof es^onal gro-rth, and service to;^ the people -of the 

'^5tate of West' Virginia. • " ^ , 

- k majov faator to he donsMeved in determining prof&spionalpank 
'should he effective teaching. ^ Frgfessioml rank isriotjaMdtv- 
'eMu conferred: hut remits from afresidentjM^^Je&Cs%on hased 
■ .upon recommendaiidns. The requirement^^^U^- helo^ are normally 
'\to he "considered^ nk- minimaV.^^J^tesfreqHrefftents- can he and 
some cages- should b^' waived where other evidence shows the perso- 
heinq conside'red is chalified fbr the -promotion ^n ,vank:^ Some 
exampVes are: substitution, af substantial craft or jprofe^^vonal _ 
• practice of a high and relevant quality, and profess%ong.l em^n^noe 
■' fo>p academic degrees.. Graduate assistantships shall not he con-^ 

strued as- meeting etih&r .'teaching or professional practices - 
' requirements. - 

InstMctor ' • ' * ■ " — ' 

Eligibility Requirements: A 'Master's Degree is required for the 
' ''■ "liank of instructor except for pertain technologvcal or oth&r ., 

„ special 'fields. In Associate Degree programs; a bachelor s 
X degree or satisfactoA craft experience may h^ suhst%tuted. 

■ ' ' A ■ ' ' 

Assistant Professor ^ " , 

' ■ Eligibility Requirements: Far the rank of Assistant Frqfessor 
a faculty merriber must ordinarily hai)e.a Master's degree plus 
thirty CSO) hours of appropriate graduate study > and have had 

■ at least three years' of satis factory^ teaching or lE^rofessvonaL 
experience. The experience requirement may be waived at the 
discretion of the institution for holders of the earned 
doctorate. In special fields or in fields where the doctorate 

• is not customarily available, professional exiper%ence and _ 
exter^ed satisfactory teaching may be substituted for aoademxo 

- requirements . 
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In special oases (partioularly in the Associate Degree programs) 
where aoademio degrees are either imnecessary or customarily 
mavailabie, sukstantial prqft or professional experience of 
a high and relevant quality may be\sitb6tituted for the academic j 
Jegree requirement. Such substitution should not^k^^x^trary 
or capricious and should follow established guid^ines wkic\ 
shall he subject to periodic review. 

^^offto:Hon Criteria: Persons to be. promoted to the hank of 
AssiBt^ Professor shall meet the eligibility requirements^ 
and ^Jiali have proven achievement in teaching competence and 
in meeting a' wide range of the following criteria. 

(1) Acc^emic growth 

a. relevant academic attainment 

b. Participation in short courses^ seminars^ etc. 

c. Original scHolarly work ' - « 

(^2) Professional activities 

a. Professional societies: Membership^ Participation 
in activities^ Offices held. < * 

b. Consulting/work ^ . , 

c. Publications <^ , 

d. Research y 1 ' 

e. ' Licenses held 

f. Short courses^, seminars;^ etc. which^he helped 

conduct ' - * ^ ' 

g. Inventions J copyrights y artistic accomplishments ^ etc. 

(S) Institutional responsibilities 

a. Committee assignments . 

b. Student recruitment 

c. ^^pecial assignments 

d. Sponsor of stud^nt^ organizations 

e. Administrative duties , * 

(4) Other _ i ' 

a. Community service 
' "f{ - ■ b. Service to the people pffhe State of f^st Virginia 

Associate Professor » « 

'Eligibility Requirments: For- the rank of Associate Professor ^ 
a faculty member must ordinarily have an earned doctorate or the 
highest academic degree in his field and have had six years of 
professional experience which must include full time teaching. . 

In sp^ecial cases (particularly in the Associate Degree prog^msX 
where ^academic degrees are either unnecessary or customarily 
unavailable, substantial craft or professional experience of ^ ^ 
a high and relevant quality may be substituted for the academic 



l^e v&Q^rme^. Sudh substitution should not t>e ^^^f 
f^A^oTaZ shotfld follow established guidelims wh^oh shall • 
be subject to peviSdio review. » « , , * 

Promotion, Criteria: Persons to be promoted tpythe rank of 
Zooiate Professor shall, meet the eUgibiUtirequ^rements 
and shall have noteworthy achievement in tedc^ne f 
and in meeting a wide range of the ar^ter^a CUsted under ^ 
Promotion CrH,teria for Assistant Professor). . 
'pHor to -an initial appointment to'the rdnk of Assoo^ate 
■'■.Professor, the credentials of the ^and^date^t be 
reviewed by the School Personnel Review Cormttee. 



Professor 

Eligibility. Require^ts: To be eligible ■/''f' °f^^ 

pio%ssor, 'a flcuUylember met ^ hold f^^f^f^^fZT 
Z the highest academic degree in Us f^eld and Uxve had_ . 
at Uast ten year's' of professional expedience, ^f^ve of . 
which must be in college teach^ng. 

Promotion CHteria: Persons to belprpmOt&d to the, rank of 
Pvofessvr shall mee.t the eligibility reqmrments, and 
shall have outstanding achievement .^^^"Sr 
and in meeting a wide range, vf the cr^tfrta (Us ted under 
Promotion CHteria for Assistant Professor) ' 
^rior to an initiate appointment to J^Cf 
' the credentials of the candidate must be rev^ewed by i^e 
School Personnel Review Cormitt&e. 

(2) There- shall be deriDnstratea evidence that the process 
ofWiBg evaluations for pOTtions thei4 is partici- 
patl)n of persons fr^m several different groups such as: 

peersXrofn with^ and -from without' the particular unit 
of the iSt4^tion, department' chairperson, dean, and 
students. 

Existing evaluation pr^h^^^i^nd ten^e and promotion procedMre 
will -be used in gathering inf^ion for cons^derat^on for 
promotions » ' ' 

(3) " There shall be no practice of gEg/iting pronotion 'routinely 

nor of .denying promotion iapricioiisly^ 

The institilition shall submit its guidelines and criteria 
• -for promotion to the BoarKi of Regents for approva^and 

shall make available such guicJeliJies and criteria ±o 
• ' its faculty. < . 
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7'. Faculty Resigria-^on ' 



A. If a member of tY\e faculty desires to terminate an existing 
afcoiirtment at the end of the academic year, or to decline a renewal, 
n^ife shall be given in writing "at the earliest .opportunity . .Pro- 
fessional ethics, however, dictate, the consideration of the institu- 
tion's' need for having a. full complement of faculty at the beginning 
of the. academic year. . . - 



8. Tenure 



A. Teriur-e is a' system designed to protect academic freedom and to 
pravi.de professional stability for the experienced faculty member, 
it is a means of protection against the capricious dismissal of- an 
indivi'lual who has servec* faithfully and well iM the academic cQmmunity. 
Continuous self-evaluation as well' as perio-dic evaluation by peers and 
administrative personnel is 'essential to 'the viability of the tenure 
'systpjTi. Tenure ,^hQuld never be permitted to mask irresponsibiliil^, 
mediotjfdty, or deliberate refusal to meet academic requirements or ^- ^ 
professional responsibilities. Teniire applies to those faculyty member^s 
who ciiialify for it ^d is a means of making the teaching and research 
profession attractive to persons of ability. • . ; ■• 

Requirement? of this section are met by the statement appended to . 

' Seation 9-1 of -this document and the faculty evaluatvon procedure, 
except that self evaluation of teaching effectiveness shall be 
incorporated into the faculty member's Comprehensvve Resume. 

. > . . • - ^ " - , ■ 

B. Tenure. shall not pe granted automafically but shall result from 
action by the West Virginia Board of Regents" upon recommendation of the", 
president following consultation with the department concerned. 

C. Tenure status may be attained, by all full-time employees who hold 
faculty rank of Assistant Prc^essqr or. above aii4 whpse major assignment 
is of an academic nature and WlXnof be ' contingent upon promotion in ... 
rank. • • . 

9 . . Probation • ■ . . , 

'a When "a full-time faculty • member is fir$t appointed to teach in • . 
any of the institutions of higher education under the jurisdiction of 
the West Virginia Bo'ard of 'Regents, the appoiJil3nent shall be on a- pro- 
bationary status, except that persons as. defined in 3-B shall not be ^ 
considered as being -either on probation or on tenure. 

. Although academic personnel as described in 2-A and B may be given 
faculty status, they shall not accrue probation service towards 
tenure in a.teaching position unless such s^x^m^ aptually %ncludes 
teaching of courses . for academic credits 



V ■ 

• 38 ' 




B. The tern^ and conditions of every ^PP^^I^^^^^^J^^^ "ge 
writing with a copy of the agreemer^t in the possession of both the 
^sSutLn and the individual c^ed before the effective date of 
the appointment. " . 

. In evernj initial appointment terns and conditions ^"^l"!,,-^^ 
aontva7t should be cohered in a letter from t'^J,^^^" ^^^f 
designee. This letter is' to be issued before the contract 
^ : and should be kept in the dppointee's fzUs tn the dean s 
• offioe. These terms and conditions may be changed onLy Dy 
written agreement between the dean or his desxgnee and the 
app&intee. , ■ ' 

C. tivaxunum period of pr^^.^-'on .hall not ^^J^f f ^I/^f^ ^tice 
at the^nd of six years -any non-tr-niired faculty ma*er will be g;^J^ 
in-^rllb^g of ten,:^e, or offer-ed a one-year -^^^f ^^^f ^^^^^ 
employinent. Any reduction in this period .^y be ^et^ed at the^ 
discretion,of the prv,sident of e^ich institution within the following 
guidelines: 

(DA faculty meinber appointed to. the rank of ^^-^""^^^J^^^^ - 
if not 2^1;^d in rank, serve the "^^^^^^^T^'l^J 
bationary perioa, and decision thereon shall be mde at 
the efid of the sixth year. 

(2) An Assistant Professor irtay be eligible for^ qonsideration - 
fSrlenur^ at the end'of thr^e years in that rank and 

at' that institution. * 

(3) An Associate Professor or Professor my be eligible for 
Goneideration for tenure at the end of two years in 
these ranks, and at that institution. ' 

. There shall be demonstrated evidence that the d^anPrng ofJ'^^^^ 
is based upon a wide range of cvyter^a such ^^--'^f^^^^^^J^ 
teachina, significant contribution and seTOvoe to the college 
'c^tyre%Ivience, acader^c achievement, r/rZlhZld 
research/ potential for continued-M^^-'^onal growth, and 
service t! the people of the ^^f ^est V^rg^n^a. 

It should be Understood thai^he years' referred to T^Z^Zilns 
9-C 2 and 3 ale minimal stamJards. and do not preclude extenszons 
of probation jfor a longer period. 

n TAiTrlri/v imeutoers shall serve a minimum two:;year probationary 
appointment. ^ 
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Special oonditims for gmn'Ung tenure to Associate Pvofessovs 
■ oT Professors at tUe time of initial anointment aa?e; 

1. Suoh appointment must have ^PP^^^f °f ^.'"fZtiV/J^^ 
■ faculty of the academic department to wh^ch avpovnted^^^^ 

the chximan of the department^or d^vvs^on and the appro- 
priate academic dean. • • ^, 

2. There shall be demonstrated evidence that such appointees 
hZ previously held the faculty ranU^to ■ 
at an institution of higher educatron 

appropriate- accrediting associatron.^ !f ^^^^^^'^t^fL 
. Appointee must meet a wide range of crvter^a such as. ex- 
cellence in -teaching, significant ^"^^^ 
service to the college aotmumty, experience, o.cadem,c 
achievement, professional growth research, potentval 
' for continued professional growth and Pf*f 
service to the people of the State of West Vtrgzma. 

3. Under exceptional circumstances ^':^^^^^'^5L!iJ*^7nno- 
mtional or regional reputation for exceUence,jnno- 

: , vation and creativity in an area closely ^^ f^J^ 
the academic field of appointment ^^^^^JPJXJ^t 
subject to Item No. 1 above. For such ccppozntment 
there must be convincing evidence for potenttaL ex- 
cellence in teaching, professional ff^f;,/"^ . 
service to the institution and the State of West 

Virginia. 

E. Admmstrative personnel with.™r 
accrue service credit towarxi satisfyiiig the probationary period. 

periods of leaves of absence, shall not ne ciwu-lu 
probationary period. 

G. During the P-^/tionaxy period^^^^^^ ^ 
year-to-year basis and appointments '^V nrobatioikry Period 

caus^ at the end of a contract year, ^uriiig such prooari y y 
no reason for non-retention or -on-v^f^:^^t^ee6^e given^ 
appeal from the president's decision as to^ ^"^.^g^ts, which will" 
by the non-ten-ured fadSlty member to ^he Bo^t the sanie has 

review the decision of the president to ^^^^^f ^^^^"r^.f the 
• afforded, procedural due process and was not ixi violation of the 
constitutional rights of the non-tenured faculty member. 

A faculty member not recommended for temre must be ^^^^^ . 
• informal explanation by the appropriate Dean or department, but 
no written statement of reasons will be given. 
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follows: ' . / Y 




(b- Not later than March 1 of -the f^^:st^<i^ year of service. 
(2) Not later than Deceniber 15 of the second acadendg year of 



service . 

V 



fq-) At least one year before the expiration of an appointnient 
^ Ste^So or Lre years of service in the Histxtution. 

I. Institutions shall . involve the 
xi.e ^..-rfonr^ce of aca^iemic duties of non-teni^d fac^ ^ ^ 

faruily niember shall be informed of the I'esuits or sucn iti 

member of the department '^"''^'V'^fi^^ft^r^iil the ieeision W ■• 
mmt and review '■f° ^^''^^T!?- 7ff Xlf ai;kSrt«- rS'il the vel) . . 

formed °J ^T^'. ^1,^^ member. In reviewtng the 

. ^„^BC^s^ed by the "^-^^f Jjf ^mb.^ tenured, faculty . 

°f *H ittT ff ZZ than three tenured faculty 

^' shall examine student ^.J^f „^ faculty members \ 

^zieZrj:j.tTZT^e:e.'^^^^ r^sfer'^ 

member. '•^P^''* °^/''f ^^^-^T iltv mSS « ateU 6. , 

. ?rr.xr.rMi— ^^^^^ ■ 

pvoaedure is effected. 
10 . Grievance Procedure 

^^i2r^^fi^oIs ^t-Sv^vel^^^^ dismissal or te^d^t.on 
at «ploy«ent as defined by 11 herein-', 

B. EaA mstituAon sMll establish {^^^^''jt^^^TZ^i^ 
affecting academic personnel. 

' Sach 'school sMt establish a ^^^-"'^'^J^i' te^HevaZt ■ 

rt:rpfj^i^4ssf ^^^^^^^^^ rsn;Apri.*. « 
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and dean. The baeie of the grievance muet be stated in witmg to 
the aommittee with aopiee to the ohaiman and to the dean. The 
ehairmn and dean ehall have the right to file a written response 
^ to the aormritpee with a aopy to the party who is fi^^ng the gr%ev- 
anoe. Reporih of the oormittee reaorrmendations shall, be made to 
the dean wiim copies to the faculty member and chairman. If 
settlement/agreeable to the 3 parties is not made in 5 days 
followin/ the recommendations of the comittee, the matter shail 
be pasfed to the Vice-President or President for final deoxs^on. 

11. D.isrrd:ssal and Terroination of Emplpyment of Te nured Personnel 

.>'^A. Causes 'for Dismissal'. The dismissal of a faculty member with tenidre, 
'or of any faculty member before ttie end of' a specified perxod of appoint- 
nient, shall be effected only pursuant to the procedures provided in these 
policies,- and only for any of the following causes: 

"(1) Demonstrated incompetence or dishonesty in the perfoniiance 
of proffessional duties. 

(2) Personal conduct which substantially impairs the individual's 
' fulfillment of institutional responsibilities. 

(3) Insubordination by refusal to abide by legitinate reasonable 
directions of the administration or of the Board of Regents. 

(4) Physical or mental disability making the faculty member 
unable; within a reasonable degree of medical certainty and 
by reasonably determined medical opinion, to perform assigned 
duties. 

(5) Substantial and manifest neglect of duty. 

B Termination of Employment: A tenured faculty member's appointment 
my be terminated because of a bona fide financial exigency or the reduc- 
tion or elijnination of an existing program at the njistitution fcr which 
no other pregram or position exists requiring equivalent competence, and 
only as a last resort after all reasonable efforts have been made to meet 
the need in other ways. Decisions in these matters shall be reached after 
a collaborative assessment by administration and faculty, and prompt 
ispitten notice of such termination shall be given to the faculty member 
t>y certified mail. 

1. There should be early, careful, and meaningful faculty involvement 
in decisions relating to the reduction of ins tryctxonal programs, 
tn making such decisions, financial consideratxons should not be 
allowed to obscure the fact that instruction is the ess^ntuil 
reason for the existence of West Virginia Institute of Technology. 
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2. Given a deoieion to reS.uce th^ overall aaademie prograrrij it should 
then become tHe primary responsibility of the faculty to reoomend 

^ to the President where within the program reductions should be 
made. \ Before any euoh determination becomes finals those whose 
lifers \)orli stands to be adversely affected should have^ the right 
to be nisard. 
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Among tHe various considerations^ difficult and often competing ^ 
that hav\ to be taken into account in deciding upon particular 
reductionSy the retention of a viable academic pifogram should 
heaessariXy come first. Particular reductions should follow 
coHDiderea advice from the aoncevned departments^ or other units - 
nf aoademvs concentration^ on the short-term and long-^term 
Viability df reduced programs. 

4. Aa particuuir reductions are considered^ rights under academic 
trwATe shouid he proiected. The service of a tenured professor 
should not m terminated in favor of retaining someone without 

■ tenure who may at a particular moment seem to be more productive. 
Where termination of appointment is based on financial exigency y 
or bona fide discontinuance of a program or department of in- 
ct7motiony faculty members shall be able to have the issues 
reviewed by thk faculty ^ or by^ the faculty^ grievance committee. 
In every case of financial exigency or discontinuance Sf a program 
or department of instruction^ the faculty member concerned will 
be given notice\as soon as possible as provided for in the West 
Virginia Institme of Technology Faculty Handbook^ as stated in 
Section III-* 5. ^ 

5. Before terminating^ an appointment because , of the abandonment of 

a program or department of instruction j the "mstitution will make 
every effort to place affected tenured faaul^members in other 
suitable positions within the institution. The institution will 
also make an effort to place those tenured in* th^ case of the 
release of a single faculty member due to a firiancial exigency j 
whether or not the entire program or department is eliminated. 

^ f • . 

6. If an appointment is terminated because of financial exigency j 
a position formerly held by a tenvired member will not be filled 
by a replacement within a period of two years ^ unless the re-- ^ 
leased faculty member has been offered reappointment and a ^ 
reasonable time. within which to accept or decline it. 

7. A change- from full-time to part-time service^ on grounds of 
financial exigency j matj occasionally be a feature of an accept- 
able settlement^ but in and of itself such a change should not 
be regarded as an alternative to the protections set forth in 
paragraphs 4^ and 6 ofK^hes^yrjuidelines. 
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C. Notice of Dismissal for Sause: The president of the^,^stitution 
shall institute prcceedings by giving the. faculty mfimber a written 
disndssal notice by registered or certified mail, which dismissal \notice 
shall contain. 

(1) Full and complete statemen1?s of- the charge or charges 
relied upon, . 



(2) A copy of any pertinent rales and refllations © 
the faculty member's procedural rights, and 




^ (3) A st&temqnt that the faculty member has the right, to 
elect to feve the hearing conducted ^felther by tlje 
Hearing Committee or a Hearing Examiner. 

D Answer and Service: ' Within 30 days from the date of the receipt 
of the'dismissal notice, the faculty member may file ^^^^^1^325^!;^..^. ' 
to the charges. The period for filing the answer may.,be e^^nded br^te 
p?.sident for good caSse. The answer shall also contain a reQues^for 
either a hearing by the Hearing Corrmittee or Hearing Examiner. If the 
?acu!?y member fails .to file a tiiuely answer, tFe notice of dismissal 
shall be final. . 

12. - ^Hearings 

In order to assure a fair and ojipartial hearing, a dismissed faculty 
member shall ^ceive a written notice of hearing- -^^f-^J^!^^ /^"^^"^ • 
and rmy avail himself or either One of the following two hearing , ■ 

procedures. .. ' . 

A Hearing Committee: Each year the faculty of each instituto-on shall, 
elect thirteen faculty members representative of the. various ranks in the 
institution who shall be kna^ as the Hearing Panel. In the event of a 
vacancy for any cause the faculty shall fill the vacancy. 

The Faculty Status Committee will serve as the Hearing Pan&l. .A 
hearing shall he available to dismissed faeulty^mwhers as def^ned 
TlUA and lUB and will not apply to faculty who have recezved 
notice of non-r^appoin-bment as defined vn ' . 

• ' If the request is for a heaxlng before the Hearing Committee. 

(1) Ihe president -shall furnish the faculty member, in wriJi^S; 
a list of nine of the thirteen faculty mp&ers of the Hearing 
PaneAas herein set! forth, with instructions _ to _ strike four 
^ ^ ' ■ names and return the list to the president within five work- 

ing days, If for any reason the, faculty member fails to 
•strike, the president shall within five working days strike 
a sufficient number to reduce the members to five whi^h 

shall constitute the Hearing Coiimttee. 
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(2) The president shall pranptly notify, in writir(g,*the\five 
members of their sejlection as the Hearing Committee, and 

. ciiv - of their need to select from their membership a chairperson', 
and shall designate a time ^ and place for their meetings to 
make such selection and to set a date fo^ hearing the 
chaise or charges. 

(3) The chairperson shall give notice by certified mail to the 
concerned parties of the time and place for hearing the 
charge or charges which^itime shall be not less than ten 
days nor more than twenty days from the date of the notice 
thereof. 

B- Hearing Examiner: If the request is for a hearing before a Hearing 
Examiner: 

/« (1) The president shall so notify the Board of Regents, which 

shall appoint a duly qualified disinterested attorney at law 
as a Hearing Examiner and shall submit the name and address 
of duch Hearing Examiner to the president and to the 
dismissed faculty number. 

(2) The Hearing Examiner shall determine the tirte and, place 

for a hearing to be held and shall give notice by certified 
mail to the concerned parties . Such hearing date shall be / 
not l^ss than ten days nor more than twenty days from the 
date of appointment of the Hearing Examiner. 

( 

C. Hearing shall be Conducted as Follows: 



(1) The Committee or the Examinep will hear such prcjof of facts as 
may be deemed proper and reasonable and make such investigation 
and efiter such recommendations as the facts justify and the 
circumstances may require. 

'12) The heaif'ing w'ill be conducted with as little delay as possible. 

(3) The faculty member shall Mve the right to have an advisor, 
but such advisor shall not bd *a person other than a member 
of the faculty or staff of the institution, unless specifi- 
cally permitted by name by the Committee or the Examiner , 

(4) Witnesses will be examined under oath in the manner* and form 
and in the order designated by the Committee or tfie Examiner. . 

(5) Formal court rules oi" evidence shall not apply in such 
hearings. 

(6) Testimony shall be recorded, and a transcript thereof 
shall be prepared. , 
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,(7) A copy of the tr-anscript of the testimony together with 
copies- of the exhibits shall be furnished to the faculty 
member, at no charge, upon request. 

(8) As*sooD as practical* after the hearing, the Conmttee or 
Examiner shall deliver to. the president a copy of the 
record of the hearing with the reccanmendation of the 
Committee or Examiner and shall provide a copy of the 
recoimendation to the faculty member, The president 
• shall, within twenty days after receiving the record 
and recommendation, issue a decision in writing to 
the faculty menfcer by certified mail, and such decision 
. shall be f inal> unless the faculty member institutes an 
appeal to the Board of Regents under the procedure 
set forth hereinafter. 

D. %iendmentB: Technical forms and allegations in pleadings are not 
naquired to be observed and amendments or supplemental statements may be 
made and filed at the discretion of the Hearing Committee or the Hearing 
Exaifiiner. 

13. Appeal to th6 Board of Regents 

A An appeal as of right frcm the final decision of the president of 
tVie univprsity or college may be taken by the faculty member by f il^Jig a 
written notice of intent to appeal with the Board of Regents withnJi 10 
days after receiving the final written decision of the president. 

B, Within 30 days after filiig the notice. of intent to appeal, a 
petition shall be filed with the Board' of Regents contaaning a statement f 
S the reasons why the final decision of the president is isi error together 
with a complete record of the proceedings. 

C. Within 60 days after receipt of the appeal, the Board of Regents _ 
shaU. consider the appeal on the record submitted and may ta^e such action 
as it deems reasonable and proper ii all the circumstances and zii answer 
to all of its responsibilities under the Law. > 

D Time is of the essence, and in the event the faculty member fails 
to filp the notice of intent to appeal and the petition of appeal^as 
required in prxsvision "A" and "B" of this section, the decision of the 
president shall be final. 



Adopted: West Virginia Board of Regents 
March 12, 1974 



4. Retirement Age .. , » 

As of January l,^ 1973, all employee's of the West Virginia Board of 
Regents shall be retired at. tKe coi^lusion of the academic year or fiscal 
year contract period during which, they -reach their sucty-fifth birth^y 
and in no event later than the June 30. which: coincides with or is next ^ 
af\:er their sixty-fifth. . ..^ - ' • " / 

Should ths. President of the institution 'detefmijie that unusual and 
extenuating circumstances e><:ist whereby the-, loss of services of a teachu^g 
faculty member would seriously wea]c^,n or harim.the instructional function . 
of the institution, he may petition the Board of Regents Jo continue the 
(.TTjlDyiiK.nt of the faculty member on/a year-to-yea?' b^is beyond ^he estab- 
lished r.:tirment date and the Boarrl of Regents will consider^and act upon 
er"'r>h such request provided: 

(a) The petition, with detailed justification of the ■ 
circumstances involved, is received by the Board not 
less than four' months prior to the established date 

of retirement of the individual. . , _ 

(b) The total number of yearly extensions granted for an 
individual shall not exceed two. ' ■' 

- (p) Any extension granted by the Board of Regents to 

an individual eligible to receive retirement benefits 
from the State Teacher's Retirement System shall be 
subject to approval by the State Teacher's Retirement 
Board. 

B. General Conditions , , ^ 

1. Institutional Expectations 

West Virginia Tech views faculty employment as entailing several 
pixDfessional responsibilities. Tl^e first of these is an expectation of 
teaching excellence. A commitment to the primacy of the teaching _ 
function and to on-going efforts to improve one's teaching effective- 
ness is an uncompromising necessity. 

While teaching loads vary slightly throughout the institution, 
twelve semester hours constitutes a mean teaching load for the campus. 
Classroom contact hours vary from 12 to 25, depending upon the nature ot 
the contact; It is generally accepted that each faculty member devotes • 
at least 35 clock hours a week to teaching and to such related activi- 
ties as lecture and laboratory preparation, examination preparation and 
evaluation, textbook selection, etc. 

A second expectation is that of continuing scholarship for each-Jac 
ulty member. This expectation is fulfilled in several ways. All faculty 
are pxpected to keep abreast of developments in their fields including 
pedagogical developments. In addition to the expected library work, 
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Tech encoupages—anci within its" limited resources— supports faculty 
attendarice.^t workshops, seminars and other professional conferences. 
t'rofe&sicHMJl activity is "likewise encouraged. Research activities are 
reoognized especially in areas of tlie ojistitution engaged in graduate 

educatiiQn. " ' 

' ' ' ' '. ' * 

■ Contirtuiiig scholarship- entails each faculty member pursuing his 
academic career leading., to th^.: fcorapletion of the recognized pro- 
f^sional degree for . faculty in "his field^ - 

' ' A third .expectation is that of working with students and 
derronstrating a 'personal concern for students. Of particular import- 
ririce.is the responsibility for academic advising.^ Faculty- student 
mntarta both in tems of campus organization activity and individual . 
tutorial activity ai?e encouraged. , ' / . • 

• A fourth expectation entails institutional responsiJDilities- such - 
as committee participation , attendance at faculty and departmental or 
divisional meetings, and involvement in activities and functions ot tne 
Tech community. ' 

* - « - « 

Consultation, Contracted Rf search and txtrakji?^^ 

' Tech encourages faculty ra^ibers to 'accept consultative and contrac- 
tudl research responsibilities when theijr' special talents may be utilized, 
without adversely affecting institutional . programs^. As explicated an a 
preceding section, full-time employilient at Tech i$ viewed §3- full-tune 
employment. Outside employment must be specif icaXly approved an advance 
of acceptance by the Dean of the School in, which the faculty member is 
employed. . : . ■ . ■ - 

As a general rule Teqh approves professional consultation 
contracted research equivalent to one day's employment per week, 
such consultation and research cannot in any way interfere or adv_ 
affect full-time responsibilities at the institution. It _as not. ;m- 
stitutional policy to provide a free day for such activities, nor to 
resc^iedule classes and related activities to accommodate 'outsa-de work 

At times oth^r institutions may request the limited services of a 
^ech faculty member for teaching • at- that -institution o^ through extension. 
Tech will approve such en^Jloyment 'for up to three hours per sem^ster^ ^ , 
provided that' Tech's instructional'^ needs in the facults^ member,' s area^^, 
are being jigt, ^d.-^iat "such employment will not adversely affect either 
the. faculS' member* s f ulf iiment _ of Tech-responsifeilities^or the schedUl-, 
iltg of Glasses'* and related activities . . ■ . • ^ ' 

- Xh soiiie' cases faculty members will be asked to teach courses at the 
.West Virginia College of Graduate -Studies aS part of their regular^duties. 
No additional coii?)ensation' IS provided but theyteaching load at Te6j will 
be- reduced proportionately. , These coursefe are usually offered on -the 
West Virginia' State College cainpus kt Institute, and. the College of - ■ . 
' Graduate Studies reimbursesv the- faculty member for trarispbrtatiqn costs. 
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West Virginia colleges and univer.sities have developed informal 
Vinderstandings relative to enploying faculty at other institutions. 
Such understandings include formal clearance by the chier academic 
officials at both institutions. ; 

3. Office Hours . • ' ' 

All faculty are expecteci to' have posted office hours in which 
they are readily accessible to'' students. Specific office hour policie; 
are determine4 by each School- , t'" 

'K Required Att^dance:, Faculty Workshop and Gcraraencement 

There are very few occasions for which all faculty are required 
to be ill ^ attendance. Such occasions include the Faculty Workshop, 
Coimiencement and special occasions as detemmed by the President. The 
Dean of a School, may likewise call a special meetojig of hxs faculty at 
which full attendance is expected. 

4a. Commencement Attendance 

Faculty numbers are requii^d to attend commencement exercises - 
except in those years when commencement occurs outside, of the corjtract ■ 
period. In exceptional cases absence from comiencement-, wxll be. author- 
ized; such requests need to be submitted in writing tp-'the appropriate 

Caps and gowns for the faculty are not furnished by Tech. They 
may,'-h©wever, be ordered through the Director of Tech Center, with pay- 
.ment for rental of caps and gowns being mde to the Business Office. 

5. Institutional Policies 

■ Several academic policies which have been formulated are presented 
in tMs Handbook.' All f acult:;^ -are expected to abide by these policies, 
.to follow^ institutional procedures, and to meet .'deadlines such as the 
submission- of grndes to the Regis'trar's Office. 

6. ' Leaves of A&sence _ 

■ - Upon "written application to the Dean of the Sc^iool, a faculty , 
member may be recQmniended for -a leave of absence to pursue advanceji study 
or for other accfeptable reasons. Such an application shoyld express ' .. 
justification for the requested _leav6". ' * , . 

" . • ' ■ ' ' ' „ 

■ ■ ' A leave o£. absence nay'be^grant'ed for'a period of/ time not to ex- 
ceed one full academic year and .my, with approval of the. Dean and 
President, - be renewed 'no more than two tiAies'for one additional year. ^ 
Application for renewal must be toade ;:^^- March .15 of yeap prior .to the 
/year "for 'which leave is requested or tfe months prior to the end of 
the current leave, -f ■ ' 
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(Scibbaticai leave pQlicy is cl^scussed. un4er •"Offfitracts and Fringe 



7.''ft6sdty Evaluation . 

Faculty evaluatiW'pb*^^^^ Institution wide / 

in scope and application* The' jjiplemOTitai^^ of the system of faculty 
evallation occurs at l^te Sdfpol level wi^ each Dean rtaintaining all 
pertinent records. ' \ ' 

Evaluation data for ^ach faculty mefnb^i*^ire available, for hi% 
perusal. §uch data^ar^ enployed in personnel decisions including sa3.ary 
determinations. " / : ^ ' r, 
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For teaching 43€9?sonnel 5 the normal cont3ract of nijfie months usually 
^ falls within , the period between August 16- ahd llayvlS, Unless 'excused in 
advance, all faculty menibers are e:^ected to -b^on campus from ♦the 
beginning of the. contrart year and to.4>e availabiefor such official 
duties as may \>e assigi^MNto them in c6ii junction wrl^ the testing, 
counseling, and registration of students. * ' 

Contracts are issuedlin late Spring^ as -soon as tlie institution., 
receives appropriate authorjizatiori.^ 

2. Payment of Salaries > 

^ Salaries are paid nonthly, usually on the .fifteenth .day of each 
nonth for faculty. Those 'on nine months' tenure will receive 'their first 
salary^^ysdc aboirt the middle^ of September. 

State law prohibit? . advanced payments. ^ - 

3 .* Sumnaer Session Qiployment ' 

On the basis pf student need and; demand^ for certain courses, a 
limited number of faculty members may be offered suirtner employment. The 
selection of faculty for summer employment 'is primarily dependent upon 
qualifications for teaching the specific "courses desired. ^ Each school 
wili utilize a rotation policy for summer teaching', allowing faculty ^ 
"qualified to te^h the^ subject an equal opportunity to' participate in \ 
summer teaching. ' . ^ ^ 

> i^s a general rule a faculty mentoer will not be employed fbr more 

than two consecutive sumners. S^ph a guideline facilitates a rotation' 
policy Weir as encouraging continued graduate study, research^ teach- ^ 
'ing at other colleges, and other educational experiences yalued by the'- 
* institution. s ^ : 



In unusual circumstances,- clearly justifiable exceptions to sthis policy ' 
Tnay be honored, but such exceptions must be few in number in order that 
the Tech community may fully benefit from these guiijjie lines. 

Summer session salaries are paid according to a special weelcly pay 
scale which may not exceed one thirty-sixth (1/36) of tjie previous regular 
/nine month salary. The summer payroll is made up for each tenn separately 
since the fiscal year separates the terms. A six-weeks salary ''will be 
paid in two payments, the first for one ironth and the second for one half 
mcffith. — ' 

0 

Forms to be Filed • . 

^ Mo salary paj^ment can be made until approved forms have been filed. 
Forms required by the Business Office include: Internal Revenue Withholding 
Tax, Social Security » and appropriate retirement and insurance forms. . 

Any changes in the nuniber of dependents should be reported to the 
Business Office. At the end of each calendar year each employee will re- 
ceive a W-2 foriji indicating total yearly salary., withholding tax paid, 
and Social Secori^ de(5uctions. 

5. Deductions ' ' ' 

Listed below ai^ standard deductions taken fron each employee's 

paycheck. Upon request payments for health insurance^ and ^ the purchase 

of govemmfental bonds can also be withheld. 

. \ ■ 

Deduction a ^ Rate Base - 

Federal Income WitMiQlding Tax As .requested . Full Salary 

' State Income Withholding Tax ^ - As requested Full Salary 

Social Security Tax 5.85% ^ F±i:^st,,$m,100 earned 
■ , * in"t^l^dar year 

Retirement \ ' 6.0% Full Salary"' 

Faculty are covered by Workman's. Compensation and Un^ployment Coirpensa-^ion 
previsions. These programs are funded by institutional contributions,- 
without any enployee deductions. - 

6. Mistakes or Questions ^ . - ' 

; Any* errors in Wttjsfy or deductions should be repotted promptly to 
the Business Office. UPtf in the office will be- pleased to answer any 
.-questions you i|p.y ha\/fe. 

D« Fringe Benefits ^ 

1.^ Social Security 

Te^ih faculty are protected by^Socia\^ Security,. Monthly deductions , 
of 5.85' firc^t ^are collected on the ' first Sl^f, 100 of saLlaxy earned *in 
1974 and 1975. ^ ^ 
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■ • 2. Retirement Plans " 

' A full-time employee Of the Board of Regents employed after Marches, 

1971^ shall participate in the Stat"^ Teachers Retirement System or the 
TIAA-CREF' retirerafent benefits system to the full extent of his salary. 
_ —West' Virginia Board of Regents, May 11, 1971. 

Full details of . both retirement options,- including broch\jres, are 
available, frx5ra the Business Manager, who wGuld be pleased ^to _ discuss these 
plans with faculty members. The two retirement plans are briefly discussed' 
below: . 

/ ' ■ ■ .10-, . ^ 

(a) State. Teachers Retirement System ^ ■ 

• Faculty choosing this option will contribute 6 percent . , 

* of their. annual earni-ng (deducted monthly) into the_ 

System "f or <their entire working "period in West Virginiai' 

<public educational iiistitutions^. An equal matching per- 
centage is pTOvided by. the State. .Retirement benefits • ' 
are :based on 2 percent of one's average salary for the 
. bdst five of his^lkst fifteen years of employment, 
times the^umber of year's of service. 

'■"The .Statc®Teachers^tirement System is offered through West Virginia 
x,iA\c schools and institutions of higher education. Its considerable retire- 
rn.^it- benefits jnakes it quite alrtrdctive to faculty approaching retirement age 
, * as well as to f<acu2ty with or envisioning several years of teaching m the 
State . ^ . v. . . . ' 

■ (b) TIAA-CREF . ' • •; " ■ ■ ' . ■ . ^ " 

West Virginia Tech matches the 6% contribution of the 
faculty member Vith the combined- sum being forwarded .. 
- iBonthly to TIAA-CKEF for the purchase of retirement 
' benefits.- The employee must choose one of four TIAA- 
" CI^JF options , with'"his choice hinging on- the degree 
lie would li]<:e -his' retirement funds to be handled byx, 
.a "mutual fufid investing in securities (.C-REF) . Retire- 
ment benefits under t\\is. plan axe contingent upon the 
; value of TIAA and CREF fund investments at the time 

of retirement. • , - " . 

-Xhe TIAA-CREF retirement, plan has been widely adopted. 
" ■ in higher educaf^ion in;3t 'itu tions and" is particularly 
appealing to ..the young faculty member who envisions 
considerable ^interstatQ einployment. It, too, is based v." 
on a 5.0% deduction matched by, the institution. 

** .3. Workmen's Compensation 

All employees of West Virginia Tech are entitled to the- be»fe fits and 
-w-tion.afforJcd by the Worknon's .^Compensation Fund. Any in]uries on the 
.-- job, regardless of how small, -must be reported to the Business Off ice , 

withiji twenty-four hours. . ■ . , ' , 
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^•:Grt)up Insurance Plan.!.- . ^ • 

In the Spring of 1972, Jthe State Legislature passed a comprehensive 
insurance package v*\ich benefits State enployees in higher education- • 
Though priinarily a health insurance, the policy includes tern life and 
accidental death and dismemberment ij-isurance- The State pays pne hundred 
percent (i00%) -of "- the insurance preraium for each employee participating 
in the program as of June -36, 121%^ and seventy percent (70%) of the 
premium for one year for each employee signing up fpr this insurance 
coverage after July 1, 197'4, After one year of ^'covered employment, the • 
State will pay one hundred percent (100%) of the premium, ; Participation 
is Voluntary . ** , . ^ - ^ , 

The basic medicail care benefits .include seini-private hospital room 
and board costs up to a maximum of 365 .days,; other hospital, charges^ a 
ma>dmum of ^500 matemily and obstetrical^ benefits, maximum covei^ed Medi-- 
cal expense benefits of $1,825, and surgical services benefits equal to 
usual, customary, and x^easonable fees, - ' ^ 

Th^ major medical expanse plan pays benefits up to $50,000, Wying 
80% of aajtual costs after a cash deductible amount of $100- plus the | amount 
of benefits provided by the basic medical ,plan. 

All active .employees under age 65 will have $10,000 of life 
insurance and $10,000 of Accidental Death and Dismemberment, 

The above general description » is for, information ^only, A booklet 
piroviding complete explanation, of the State of West Virgima Group Insurance 
Plan is available from the Business Office, . - 

5. ' Total Disability- Benefit* Plan , 

. Tead^er's^^l^tgyrance and Ahnuity Association (TIAA) offers a total 
disability irlsurance wiich faculty members are eligible for after the first 
year on this faculty, ^The college does not contribute to the cost of this 
plan, but it costs appxxDXimateli $55 to $67 per year depending upon whether 
or not your r^tir^ent plan is Lrith TIAA, After six months of total dis- 
ability, thi^ plan assures, monthly income equal to 60% of ^ the first $1,500 
of monthly salary 'pltis ^40% o:^TT^thly salary above $1,500, not to exceed 
$1,500 monthly income benefi 

Arrangements for thffs insurance thbough payroll deductions can be 
made with the business Omice. , - . ' 

6 , 'Undergraduate Acaltemic Study 

i ' • 

Fuil-time employees "of the West Virginia Board of Regents and the 
instillations under its jurisdiction, and' their spouses and dependent 
children, shall be considered West Virginia residents ^f or the purpose of 
payment of tuition and fees. 

If an employee wishes released tim^ to attend classes during the 
normal work day, peiroission must be secured from the employee's imediate 
superior. 
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7. Graduate Study 



' Thn tion .V.d x^egulai' f^s are nonpally waived for full-time members . .. 

graduate study at We^t 7ifginia Uniyersity, ^JeaX fS wSCer of fees 
West Virginia College ot M'^^^.f ^J^* ^^^flciS Student Activity 
muczt hp aDDroved by the appropriate graduate orricidj.. u 
^d Se?v?S^e£ L nor^S-ly not waived and must be paxd., _ 

8. Institutional' F>J]-idf3 for Academic Study 

'aSr^ftf faculty will be -^ised and' en^uraged to apply. ^-1^ 

. considered from either source. 
9: Faculty Sabbatical 



annually funded, 
award 



n^aibilitv' No faculty is autonatically entitled* to sabbatical 
leave. ^^^t^cr=a5b|i^l-ve=^«U 
Fatuity Status Coimdttee according to^e criteria appro 



. ' Criteria for -l-^::;^;^^^?:^^^^^^^^ ^^^^ Recipients: . . _ 

"1. West Virginia BoaiKi of Regents Re^ations^« ' 

. • * a. EligLili^ 

, . for saBbiHSirfave after t^plet^^^^ 

« After completing a. sabbatical- lea^, a^tacui^ memDei 
be eligdiDle until the seventh subsWuent year., . 

b Purposes. Sabb'atical leave iy be granted to a faculty 
b. £^522^- ^ engafie in research, writing, study or 

^STeraSivS SllS^Sp^^^is usefu:.ess to the , . 

college or \ini.versityr*-^ - , • 

. " ■ c. Conditions gove^Bi^liJh^-^:^^ 

thelnSS^ion to thQ Board of Regents for approval. 
- . ' ^Adopied: s^t Vir^taia Boatd 6f Regents, Au»:st_2,, 1971. Effective 7/1/72. 

• . . . " J 
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Sabbatical (Continued) • • , 

The presidents of the state colleges V^i^^5;^i^5^Ls 
dSeloD aopropriate criteria for determnoJig the usefulness 
oHS'pS^Sed activity to ^e -^^itution and^^^^^ 
procedures.^d standards for' processing applications for 
leaves . / - ^ 

d. compensation . A^aculty merifl.er on sabtoti^^eav^^ 
sl^ recSve f u ll salary for one semester °f 
h|f nonths or half salary for -two seme^ers ^otf ^ 
ninths. If a faculty meinber's sal^ ? Re?S?s ?he 
from state fund^ allocated by the Board °f ^g^g^ J^^^^ 
President shall so inform the Board and justify his recom- 
S^datiSJ for a sabbatical under such cir<:umstances . 

It shpuld be understood. by the faculty that no special 
fundins of sabbatical leaves is provided by ^he Board or 
• Sd that such funds must be taken from the regu- 

l25 ap^priated instructional-personal services budget. 

A^funds must be reserved from the faculty salary 
SSi^^a rBplacen^nt is required, but need not be if 
Se Sp^ent from which leave is taken agrees to absorb 
the teaching load created. by the absence.. 



A. 



e. 



Obli gations of the fa culty member. 

(1) An applicant for a sabbatical leave shall submxt 
to the President in writing a detailed plan of 
activity whidh he proposes to follow. Jhis pro . 
^S^ould be sl:bmtted through the 
S the appropriate depar^entand School Dean 
for transmittal to th^ t^sidept. Both the 
chainiBn and the Dean shall indicate on the pro- 
^osS^proval or disapproval ^nd. whether or not 
Replacement will be required. No recommendation 
- of sabbatical leave by the Faculty Status 
Comnittee will be approved if these conditions 
have not been met. 

(2) In acceding a sabbatical leave a gcul^ mei*er" 
shall sign a statement indicating that he is 
aware of and agrees to all conditions _ of the 
leave, including the. repayment provision. 

(3) While on sabbatical leave, a ^ac^ty^i^er my 
'not accept remunerative employment without the 

vS^tten Consent of the President or his designated, 
representative. Fellowships, assistantships , and 
SSlar institu\:ional stipends shall not be \ 
considered remunerative employment. 
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Sabbatical (Continued) 



e. Obligations of the faculty meiiiber , 

(4) Upon return from a sabbatical leave, a faculty « 
member shall file with the President of the 
college or university a written report of his 
scholarly activities while on leave. 

(5) Upon canpleting a sabbatical leave, the faculty 
member shall return to the college or university 
f or izhree years, or repay the/compensation re- 
ceived by him during. the leave. If he returns 
for a period of less than three years, the 
repayment shall be prorated' accordingly . 

2. Mjjiimum Requirements of West Virginia Institute of Technology : 

a. lieave for ■ educational purpose^ must be for work beyond the 
MaBter's 'degree level, 

b. No form of employment may be accepted , during the leave 
^ period that will interfere with the acconplishment of the 

recipient's purpose for the leave, with the exception of 
those stipends designated as non-remunerative in e. (3) above. 

3. Criteria for Determmrig the Most Deserving Eligible Candidate: 

' A. ' General areas to be included in the considerations of the 
selection committee: 

1. Purpose of leave . The proposed activity should be 

considered in view of the value it would have for the ^ 
individual professional grbwth and .contribution it 
will make toward improving his value to West Virginia 
Institute of Technology. The most likely reasons (not 
listed in order of priority ) for approving s^batical 
leave are: 

(a) Advanced education toward a degree above the 
^ Master's level s Preference to be given to the 

candidate who will complete the work for the 
advanced degree during the leave year. 
Information relative to candidate's potential 
completion of the degree must be fumi9hed by 
* candidate's Academic Advisor. 

^(b) Advanced education not to be applied on a ^ ^ 
"degree. Preference to be given to the candi- 
date doing worH to update or improve his ^ ^ 
knowledge in a field he will be teaching in 
the .immediate future as certified by the • 
Pi?esident. 
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Sabbaticjal (Continued) 



(c) Scholarly research . A qualified faculty committee 
should rule/ on the merit of the candidates pix)posed 
research. ^Preference should be given to the candir 
date whose/research could not be carried out at 
West Virginia Institute of Technology. 

(d) SchQlarlV' writing for publication . The merit or 
the proposed writing should be dejiemdned by a 
qualified faculty committee. 

(e) - Related travel . A* qualified faculty canmittee 

should rule on the nerit of .the candidate's 
proposed travel. It should lead, to scholarly 
research or writing, or in sane way enhance the 
candidate's professional growth and the contri- 
bution it will make toward improving his value 
to West Virginia Institute of Technology. 

2. Continuous years of service at West Virginia Institute of 
Technology . The purpose being considered equal for 
several candidates, preference should be given to the . 
candidates with a longer period of service at West 
Virginia Institute of Technology. A leave of absence 
is not counted as a year of service, but does not 
breakup continuous years of service. 

3/ Academic Rank . If the candidates are of equal merit under ^ 
areas (1) and (2), the can'didate holding the higher academic 
rank should be selected. 

Potential of candidate . In case the candidates are of equal 
merit according to areas (1), (2), and (3), the decision as 
to the recipient should be based on the vFaculty Status 
Committee's opinion as to the potential of the candidate 
for successful attainment of his goal. 

Time Schedule 

1, Deadline for application . The candidate must make formal 
application including all information to be considered by 
the Faculty Status Committee, not later than December 15, 
for a leave to begin the following September. . 

2. Deadline for Faculty Status Committee Decision . The Fac- 
ulty Status Committee must make its recommendation to ^ 
the President and inform the potential recipient and all 
alternates of their decision not later than February 1. 
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Sabbaticsal (Continued) 



3. Potential Recipient Decision > The potential"' recipient 
should" make a firm decision on acceptance or rejection 
of the leave as soon as practical. This is necessary 
to allow the College maximum time to locate his replace- 
ment on the faculty, or, if he cannot accept the leave, 
to allow the alternate maximum time to cc^nplete his 
arrangements for leave • The potential recipient must 
make his decision npt later than March 15 , or within 
10 days after official notification of granting of the 
leave if this is later than March 15. 

CV Alternate Candidates . The Faculty Status Carmiittee should 
rate all qixalified~applicants in order of priority as^ 
potential recipients . Each candidate should be notified 
of his position on the ,list. This list should serve as 
the order of preference for alternate s if pijjnary candidate 
cannot accept the leave. y^;::::^::!^^ 

D. Repayn^t of Sabbat ica3/"t^Xre Award . Upon canpletijig^B>v 
sabbatical leave, the/^afrulty member shall return to the\ 
institution for threeyears. If he does so, his financialN 
obligation is eraSi^a. If he returns for two years ^ he 
must t^pay one-tlurji of "the amount of the award, if he 
returns for oneryear he must repay two-thirds of the 
amount of th^^ward, and if he does not return after the 
sabbatical/leave ,he is obligated to repay the entire 
amount oythe award. In accepting a sabbatical leave, 

a f aciiriJ^ men^ shall sign a statement indicating that 
he is^^ware of and agrees to this repayment provision. 

E. Completion of Sabbatical Leave . Upon completion of a 
sabbatical leave, Si faculty member begins accruing time 
toward jeiigibility for his next sabba:tical as of the 
date of his resumption of full-time teaching. 
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A. Secretarial Services 

Secretarial services are available) in each major academic building for 
faculty use. In addition, there is a/centralized secretarial services 
office in Old Ilain available for the /typing of institutional correspondence 
and for the duplication of tests, syllabi and other classroom materials. 
In general, correspondence will be ^tailed the same, day it is dictated; _ ^ 
however, at least two days should be allowed for the completion of dupli- 
cated materials. Immediately prior to mid-tem and fdjial examinations 
when the work load is. heavy, additional time may be needed. 

B. Communications 

1. Telephone Service 

(^a. Campus Calls: Campus telephone service between most of the 
faculty offices is provided by a Centrex System. Any campus 
office having telephone service may be reached by dialing 
the four digits of the extension number which appears in_ 
the campus telephone directory. A new directory is compiled 
each school year shortly after the opening of the fall term. 
Copies are disti-ibuted through campus mail, with additional 
copies available at the switchboard, located in the 
Secretarial SerA/ices area, of Old 14ain. 

b. Local Calls: With the Centrex, outside calls may be placed 
by the first dialing 9. You may then dial the number. 

c. Charleston Calls: Some extension telephones in all campus 
buildings have access to leased lines to Charleston, West 
Virginia. Ask your Depa??tment or Division Chairman where 
these extensions are available to you. Calls- from these 
extensions to the Charleston area may be placed by first 
dialing 8. You may then dial the Charleston number. Calls , 
to Charleston should never be made over long distance lines. 

d. Long Distance Calls: Personal long distance calls -are 
permitted on school telephones only when they are charged 
to the caller's home telephone. Long distance calls for 

• school 'business are to be approved by the Department or 
Division Chairman, whose budget will, be charged for such 
calls . A written record needs to be kept of all long 
distance calls. 
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2. Postage 

The postage meter in the Business Office may be iSed to frank mail 
which is bediig sent out as official school business. Mail which is to be 
sent Air Mail, Special Delivery, or Registered should be plaxnly marked. 
All college mail should be delivered to the Business Office unsealed as 
this is the only way that it can properly be put through the postage meter. 

Mail destined for campus distribution requires no postage, but 
should be marked as such and will be delivered along with regale mail. 
Student mail and notices should be marked "Dormitory." 

The College cannot provide postage for any personal mall, 
r 3. Mail Service 

Mail for the college is brought from the post office at 8:30 a.m. 
and 2-00 P.m. each school day and distributed in the faculty mail boxes. 
The mail boxes are on the first floor of Old Madji. Outgoing mail is taken 
to the post office at noon and at 4:30 p.m. each school day. 

Outgoing mail may be dropped, unsealed, in the wijidow near the mail 
boxes in Old Main or in designated pick-up boxes djrx other buildings. 

C. Textbooks ■* 

All textbooks and instructional supplies for sale to students must be 
ordered through the college Bookstore. Under no circumstances will 
instructors be permitted to order books or supplies dur^ctly for subsequent 
resale. 

Desk copies of textbooks 6an normally be obtained from the publisher. 
Desk copy request forms can be obtained from the Bookstore. Faculty mem- 
bers are urged to request desk copies from publishers in advance of their 
need. However, when time is not available to do this, the Bookstore will 
provide a desk copy on condition tliat it be replaced with one obtained from 
this publisher by the faculty member. Desk copies from the Bookstore not 
replaced within 60 days will be billed to the faculty member. 

The textbook needs for each department or division should be submitted 
by the'Chairroan. Special blanks for this purpose are P^^yided^^e 
Bookstore. Requests should be submitted well ixi advance 
materials may be in stock when needed. Needs should be estimated ^conserva- 
tively; the Bookstore operates on a very narrow margin of protit, \ 
consequently any large accumulation of unsold texts becomes a serio 
problem. 



As a service to students, the Bookstore frequently purchases used cop 
of texts currentlyin use on the, campus. In order to avoid unnecessary 
losses from this source, instructors who are plannojig to adopt a new t^. 
should notify the Bookstore -Manager as early as possible. 
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Guidelines for Effective . ^ ^ 

Bookstore-Faculty Cooperation - 'Z*^" 

(Issued February 19, 197%) 

■ , ... 

A critical problem for the faculty member is failure to hive sufficierrt^ 
textbooks at the beginning of classes. The bookstore^has two ct-itical 
problems: - (1) failure of faculty to rep;Utce desk copies "borrowed from the 
bookstore, and (2) over-stocking, which requires time consumxng effort «o 
ret\xm books to the publisher. 



Better cooperation between faculty, academic administrators, and 
bookstore management . could partially alleviate, although nothang- will 
absolutely solve, the problems. 

Careful following of these guidelines should bring about much improvement 
for t>ookstore,° faculty, and students. 

1. Guidelines for Bbokstore Management 

a. Recognize that the bookstore is a service function with. a 
first responsdiility to see that every student in every , 
course vA\o wishes -to purchase a ^ext can get one at the 
beginnihg of classes. This will inevitably mean that some, 
excess stock will be on hand. 

b. Accept book adoptions and requests for supplementary 
materials (paperbacks, workbooks, "etq.) f rom departeient 
os>^vision chairmen only. ' 

c. Recognize that chaimen present bookstore with adoptions 
and projected enrollment only. , These projected enrol]jnertts 
-are not to be construed as. orders. 

d. Bookstore should provide sufficient texts t6 meet projected 
enrollment. If this seems unwise to store management, 
chainnan should be consulted before reducing provisipn. 

e Mpke more use of predictive data availab^-e, such as pre- 
. registration data and enrolment by classes -f^ past five 
years. A copy of each of these print-outs shoUid be 
forwarded to the bookstork at the featliest possible moment,. 
(The Computer Center should make some effort to compare 
pre-enrol]jnent with actualVnrollment by departments in 
order to provide a predict ij^ factOT. ) - ^ 

f , Require written permission o/, department or divisiom 
director and Dean befc^ tex-fe^o^ can be changed after 



ordered." \ . . \| / 

/ 



g. If titles or s\\pplementi&ry reqjiiirements run out during 
■ * first ..day of classes, pV^vi^eA register for students,, 
wishing the book." Faculty^wmrdirect students no , 
having books, to register. Rec|rc4er to be sent in by 
the third 4ay of classes. ~ 




h. Faculty infers recjuesting desk copy from -^tfie^ bookstore must 
pay cash with the understanding full refund will be ijiade upon 
returh of a comparable copy. 

i. .. In serious , emergency about desk copy,., chairman may obtain , 
; one by submitting requisition, approved" by the Dean* 

j. Apprise chairmen of publishers who permit return of only 20% . 
of an order. ' ' , 

k. Notify Library of each new adoption, including, new 'editions. ^ 
Librarian, to obtain copy for. closed reverse by the tme of 
classes. ' , • 

1. Give faculty a prior warning date te^ctbook orders will be 
* taken. A^month to six . weeks notice would remind ^ faculty to 
review textbooks in time for sound decision. (Some prol:>lems 
occur because faculty members haye\made a hasty choice and 
discover a -textbook is not satisfactory.) 

Guidelines for Chaxmen ' . ^ ^ 

a. . Have annual discussion of, textbook problems at divisional 

or departmaital meeting. 

(1) discuss problems of bookstore 

(2) discuss problems of faculty , ■ ^ ' 

b. Make definite policy on choosing texts for. <;ourses having 
iiHtiple sections . Use of the same textbooks in all sections 
appears desSrate_from the staqdpdint of students and bodkstore 
although it i^ not 'necessarily tlPtr^Dst desirable from faculty 
standpoint. Where single book. i^ chosen all. faculty should 
participate in its choice. _ ^ -* . 

acourage careful review of new texts b^ore- adoption. Remind* 
fabulty early that reviews should be made. 

d. Reviek annual data on en^llmerit by classes prior to. projecting 
■^ertx>llmhnt for bookstore .\ Also, consult pre-registrjation data 
(approprl^e sections of ishese d.ata will have to be made 
available .0\ ^ 

.e. Discourage umecessarily frequent iihanges^pf texts but not to. 
extend that initiative and desirable 'change is thwarted. 

f . Retain a cop^ of your bookstore Requests .and compare your^ pro- 
jected enrolljnent with actual enrollment. . ^ . 
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g. Encoiarage faculty to. order their own desk copies as soon as 
' ■ text .has. b°een chdsen. Remind them of necessity ,to order 
• ' ■ desk copies of col,lateral material such as answer books and 
(Workbooks, v ' 

^' h. Discuss book jxilicy with new faculty members as soon as 

' possible. If text' for a new faculty member- must be ordered 

before he can be consulted, division -or department sh6uld 
■ obtain a desk copy from the publisher so the faculty memlper 

- ' ■ will not have to buy one from the booksl^pre. 
. ' ' ' ' ■ ' . I ' 

' . i. CheGk with bookstore after beginning of clashes to see 
whether texts are moving. Relate what is found to 
appropriate " faculty. ' , 

3. Guidelines for Faculty - . 

aV If ybuohave. reason^ to believe enrolment in one, of. your 
' clashes may' increase or decrease, convey that information • 
to your dhair^^ 

b:^ AlmDst all publishers will 'provide you, with a desk, copy/ 
*;* ■ as. soon as text ^ is adopted.^ It is your resfonsibility 
- 'to' ordei^' the desk copy at time of the adoption* Only 
^. -dire ener^ency can justify purchasiJig a desk copy from 
thebookstorp and must have approval of your dh^irman 
' becausQ^ypur failure W tep^lace thcKbook will result 
' in depletion 'df department funds . 

- V G. Review texts completely before 'adopting. This will , _ 

avoid adopting an Unsatisfactory -book , and , demanding - 
' a change .which will woyk unduQ hardship on students 
and the bookstore. ■ ' . 

«■«{'•*"» ' " • * " . J? " ■ 

' d. When ordering desk- copies remenib'er to order • copies -of , ■ . 
any collateral .material required of' students such as - \ ^ 
workbooks. 9f paperbaeks., ^ ' • ^ 

e. if collateral ma^terial is required of, students , make 
■-some effort to.se© that they' purchase it. ^ T^^ ^^^'^ ' 

• - Way is' to give . an announced quiz, on a section of ^ 
: the material." ' Students .will buy it thoa. 

f . If 'yovi absolutely d® not intend to use a book that 

has been adopted for one of your "sections , or if " ' • . 
- V ' you intend to tell, students th^tvbuyijig-the book is 
' optional, tell t^e bookstore manager, 'giVe your 
coursV number^. and s§ct ion, so that •-he -may reduce 
' * "the order accordingly .. ' • 
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g. Tex):boQks' *are becoming very •Sxp^i\;'e. Please try, to 
, avoid unnecessafy changes. I^^member that our stilients . 
■ are'not ' wealthy V „ ~ ^ 

h. Textbook shortages- ^'inevitable, but shortages should . 
- be irdiujiazed. Gc?6perat ion- along the lines suggested 

- ' above mil bring about much improvement. ' 

> i. ' shortages , occur » tell .s'tudprits to sign up^at. the^ 
bookstore. Also, request your chairman to determne 
whether enrollinent was greater than projection and . • ' 
notify you- and the bookstore. ' * . > 

j.'If you plan to reqiiire supplemental supplies or materials, 
^ " bookstore mUst be given advance notice through your 

'dhaiman tp permit effective stoddng. , • ' „ . 




V . 



A : 



D. Office Supplies 




. Stationery),, pemij^ ink, desk blotters, paper clips, and other' of fic^e^ 
supplies may be obtained from /the inventory and supply clerk. A special 
requisition form is available/ for such items! from the Chairman, (whq -in turn 
may obtain copies from- the Subpiy R0ont\ located in Maintenance Bi^lding^ 
These items will be issued only upon requisition by the Chairman -^d wil] 
^e charged to the Department's or Division's Cik^t Expense 'AQcoiint . 



Grade books may be secured as needed from each Dean'^s Office. 
E. Printing Services and Policies . 



-^ac 



"Printing Management ^Ls' foremost, an acaddoric enterprise. As such, \ 
femic responsibilities have first priority. Production work is an 
auxiUaty service and must be properly controlled to avoid interference 
mth ,^ademic goals and to assure^faimfess to all interested parties. 

It ^uld be recognized that the sehedulin^c^'^aages and laboratories 
. ^ throughoiit the;- day ^disrupts routiiie. u^^ of equipment and p^duction manpower 
V that wouldN b:rdinarily- be found in a commercial shop-. Printed matter, 

publisl^ed bjrthe Printing Management facua±yU-s--pr^^^ 
^..^ who rarely dfevelop ^commercial quality skills prior to graduatipp< 

Production controls provicie maximum production of institutional printing 
consistent with the resources , assigned to this function, m assure the 
^ nec^gsary production (Controls consistent with iiisf itutional- policy, to 
establ4sh production responsibility and to a^ure fairzne^s to all, the^ 
following policies have been established. -^l 

^ , 1. What Can Be Printed ■ . ^ . 

.X ^-V letterhead stationery for faculty and administration.' 

(Letterheads will , be limited to academic school and 
, department for faculty; appropriate office will bb ^, 
used for administration. ) ' 





d. 
e. 
f. 



Standard J^onns. (Receipts, ledgers, application fo: 

etc.) • ' ; . • ^ 

Advertisements or' posters for o^us evep^feropen to 
all students 'and faculty. 

ilewsletters for professional^^^^to^nt organizations. 

Newsletter hea^in^ for social student organizations.] 

Curriculum pattern sheet s^enlarged to 8 1-/2" x 11^ 
for academic departrlients. 
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h» Covers for. academic or institutional reports; 

i. The binding of academic or institutional reports. 

j. Music pipgrams , *P:j^y programs, Epnnal invitations foi^ 
s college functions. , i 

*i student recruitment folders and brocihures for the 
institution and its schools and departments. ^ 

1. Enrol2Jtent 'statistics, academic calendars y the college 
catalog, the student newspaper, student handbooks, 
, . class schedules, and other administrative literature 
' necessary'" for the dissemination of infoi^ation to 
members of the college coiimmity. ... 

m. A Ximlf^^^unt of printing will be permtted for 
Printing iM^^ement faculty ^d students,' but this 

' -does not include gifts or favJors for fri^ds or 
relatives. Pi Alpha Psi, professional, printing 

.. ^ management fraternity, .will be p^mitte;d an annual " ^ . 

, fund raising project. ^ 

NOTE: Any cok^ dealing with student recruitment, college policjf, or any 
mert:ter reflecting on the publid^iinage of the college must be approved by 
the ^fUll 'Ptd:)l±cations Committee; Likewise, anjr copy to be pfintfed by 
an outside print shop with state nx^nies must be approved by the full 
Publications (^imdttee. . ' . ' . 

2/^Wha[t Will Not Be trdjite4 ' / / v. \ ' 

a. Academic, diistitufional academic school or college, and 
departmer^ta^^ports unless directed by tTie President* ' 

b. ^'PrlI\ting-for the private use of indi\/idual students, 
faciiLty,. organizations or firms unless directed by the 

, * .Rresident^ ' \ " " . 

c. Campaign material for- student elections. 

d. ^^q^rsle1Ae^s fo^ social organizations^- - 

* ; e. Any material vAaich is rejected by the Publications ^ ' 

' Comnatjtee or the Printing Management f faculty. ' 

3, Print;ing Charge^;, - ; 

a. No' printing charges are assessed for institutional printing. 

b. . Campus^ organizations will be charged for a3.1 supplies used 
at a rate of dost plus ten percent. Billing will be through 
the Business Office. 




a. 



)'the Public Information Office 
Siting request . form. \Additional 



All copy should be submitted 
with a properly filled out prd _ _ 
foniis may be obtained from the|,PIO .in Room 123, Old 
Completion ^of the required inf c 
fom is essential to effective 



Ltion^n the printing\request 

In completeN^quests 



will be returned to the originator for con^Q^tion. 

The request will be either approved by the PAlic Information 
Director as a representative of the Publications Committee, or 
the full .committee in the case of extra large/ or complicated 
jobs. If disapproved, appeal can be made to [the President. 



c. 



are 




If approved by the Publications Committee, 
be printed on a schedule detenidjied^thro 
'established by this policy. All i 
coHB, first-served basis. Needs s}io 
advance.. Imminent depletion of stocks 
a reason for giving one order priori' 
submitted orders. 



the\ 



>ugh n6 



material will 
^:essary criteria 
fijited on a ffrst- 
^ticipated well in 
not be considered 
^er previously 
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At the discretion .of the Publications Committee, a printing 
request c^ be referred back to the initiator for preparation 
by spir^it, mimeo,^or multilith methods. This decision c^ be 
appealed to, the President. • - ^ 

Before initiating a print iiig request, tlie initiating individual- 
^ or organization should carefully evaluate -the purpose of his ^ 
^publjLication. and its appearand^ "requirements against the possi- 
bility of producing the material by multilith. Multilith. 
masters are readily available and produce very prof essic^m 
appearing printed matter by judicious use of attractive IBM" 
typefaces available from the PiiDlic' Inf ormation Of fic^. Faces, 
available ^include roman, italic, bold' face, and sans serif. 

V \ "Ah alternative to typing directly onto a multilith mastet is ' 
' / the Xerox method. Copy is typed directly onto a standard sheet o 
of papdi?, then reproduced onto a metal or: paper master with a 
Xerox machine. This method allows the inclusion of drawings, v 
art, and even som^ pre-screehed halftones. \ The initiating 
person or. organization has complete pontrol over the final 
appearance of the printed copy, since the master is prepared 
in his office on a standard IBM or other typewriter. 

5. Deadlines ^ / 

* . ■ • 

Printing requests received after June 10 will not. be scheduled prior 
to August 15. Delivery cannot be ^expected prior to Septeftiber 15. Catalog, 
football program, and student handbook material to be printed in the summer 
should be submitted by April 1. The following copy submission deacUines 
are applicable: 
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■ • . . ■ \ ■ 

a. TWo weeks^ - stancJard si2;e (8 1/2" x 11") posters, foraial 
invitations, business cards, stationery,, place markers, ^ 
programs, standard business forms, etc. No press runs 
over 500. No illustrations or photographs. All copy 
must be conplete when syj^mitted. No copy over 300 words. 

b. Four weeks - copy over 3d0 words but less than 1500 words. 
Copy, with 38-5 illustrations. Unusual sized posters, 
prt>grams, folders, or ^booklets. No press runs greater 
than 1500. All copy complete when submitted. 

c. 'six weeks - copy with less than 3000 words Copy requiring 
oth^r than standard color or weight. pa;^(r. Copy requiring i 
more than one printed color . Copy requilring more than 5 
illustrations . No press runs ^^eater than 5000 • 

Greater than six weeks - copy which does not meet any of 
"""^ttje' above criteria. Any person having -such copy should 
cofeulit^the Public Information Director at least three 
months prior to the desired publication date. Special 
arrangements''^w^ be made by hinu with "the Printing Manage- 
ment Departmentl^Hd the Dean of Human Studies • 




6, Copy Preparation 

a. All copy must be submitted in double-spaced typewritten form. 

b. If any specific layout is- required, the typewritten copy must- 
be accojipanied by a pencil . dumnny layout « Do not attempt . to 
submit a laybut in typewritten form; these are too hard for 
typesetters to read, 

Q 

c. Appropriateness of layout is subject to approval and/ or 
revision of the Public Information Director, Layout appeals 
may be made to the President of the institution, 

7. Proof Reading Policy • . 

a. The Public Information Director is diarged with proof reading 
all materials approved for publication, 

b, Th^ Public Infopnation Director will proof galleys against 
copy^ He is responsible for the correction of any errors 

in the galley proof not present on the original copy, ^ 

e. The Public Information Director should correct all grammatical 
errors in original copy. Ultimate responsibility for the 
elimination of these errors rests with the originating - 
individual. 
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d. Collection of factual errors in -the original copy is the 
responsibility of. the originating individual. . 

e. To lirevent errors in the final publication, the originating 
individyal shall be afforded the oppox^tunity to examine 
galley proofs df he so desires. Failure to request galley 

^ prodf s does not shift proofreading responsibility to the 
Printing Jianagement faculty* 

f. If the originating individual requests galley proofs, after 
reading aiid correcting them, he shall initial the galley 
sHedts and a "froof Approval Card." His initials shall be 
interpreted by the Printing Management faculty as approval 
to make the corrections noted and proceed with production. 



Proof -galleys and "Proof Approval Cards" shall ^ be returned 
to the Printing Management Department within five days of 
receipt or one week prior to desired- delivery, whicJhever 
is sooner. ' ' ^ ' 



F. The Vining liibrary 



Tech'/^new Vining Library is one of the most raodeiJ^i and accommodating 
library Jrt:ructures in the State and region. 

1. " Acquisitions ' 0 ' < ' 

All faculty are strongly encouraged to participate .in the library 
acquisition program. The responsibility for building and maintaining a 
comprehensive and up-to-date file of libtery reference materials rests 
"primarily with the entire faculty. A faculty member who wishes to 
recommend the purchase of any books/should first sequr^ a quad- form from 
the library and fill out such needed information as the author, "t it le, ^ ^ 
publisher, price. After the recommdndation form is approved either 
by the Chairman or by the Dean of tl^e School, please send the form to 
the library for" preparation- of the requisition. As soon as a book has 
been received and catalogued, the person who made the request will be 
notified that the book is ready for circulation. 

Requests for new periodicals are similarly handled and may be 
submitted to the Librarian any time throughout the year. Periodicals, 
however, are usually ordered once each year—the subscriptions i?unning from 
January 1 to December 31. 

2. Reserve Books 

Faculty m^inbers may put books on open or closed reserve when it 
is felt that there will be extensive use of these books by their students. 
The Library should be informed of reserve book needs at the beginning of 
each semester. . ' 
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3. Circulation ^ , , 

Books in the general collection nay normally be withdravm by 
faculty inembers for-^ semester with the understanding that if the books 
are needed for reserve or by Students they will be returned at the 
request, of the Circulation Department. V 

If. Inter-library Loans ' 

The Tech lib3r<^ participates in an" inter-library loan program 
through the Library Commission in Charleston. There is no charge for 
this service when acquisitions are made from other West Virginia colleges 
and universities. Howevep, when materials are obtained from, institutions 
in other states, the Tech library will still supply its services free 
but must be reiJTibursed for the fee charged by the supplying institution. 

5^ Other Services ^ . • 

Photocopy machines are available for use by facully an4 students 
at a nominal charge. Fifteen study rooms in the new library are avail- 
able for use by faculty and senior students and carrels are available 
for use at any time. 

^ 6. Center for Instructional Technology , ^ 

The Center for Instructional Technology, an outgrowth of the forraei? 
Educational Media Center, has been established -to assist the faculty in 
'the teaching process. Located on the third floor of the Vining Library, 
entrance is by way of the arched bridge on the south side of the building. 
The staff of the Center is available to each faculty member. Services' 
are provided in the following areas: Designing and structuring courses; 
Securing educational materials, includiiig fiinri rentals; Producing educa- 
tional materials; and Loaning and operating educational equipment. A' 
Curriculum Materials collection representative of those materials used 
in adjacent county school systems is provided for methods teachers and 
student teachers in the field of education. 

1. Media Materials, and Film Rentals 

The Center maintains a permanent collection of the following 
materials; 

16mm Motion Pi^aire Films Tapes 
Filmstrips / Overhead Transparencies 

Records Slides, Maps, Miscellaneous 

A complete list of titles and content of above materials is 
available in the Center as well as related reference materials 
and rental film catalogs. ^ 
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' A budget is maintained by the Center for film rentals by faculty 
. members. ' The Center will assist iji ordering and returmjig rental 
filjns for use in college classes and activities. Faculty desir!pig 
to rent films should contact the Center .at least three weeks prior 
to the desired show date t6 allcw adequate time for schedulxng, 
Shipping, etc. 'Faculty will be sent confirroation slips and notified 
of film arrival. Arrangements should then be made with "the Center 
for shewing. 

The Center will provide facilities for previewing and auditioning 
films, filJDStrips, slides, tapes and records. • '. " 

2. Equipment * . ' . ' 

The following types of equipment are available on request for . 
instructional purposes. 




Tape Recx>rders \ 

1. Monaural „ 

2 . Stereo 
3» Cassette 

Screens Portable tripo<3 

. Public Address System - 
Portable 

Portable TV Equipment 



Projectors f 

1. 16 nm Motion Picture- 
both automatic and 
manual tl^ading 

2 . Super 8mm Reel Sound 

3. Super 8imi Film Loop 
. 4. SSnin Filmstrip 

5. Sound Filjnstrip Previewer 

6. 2" X 2" Slide Carousel 
.7. Tape-Slide Combination 
8L 3 1/4" X 4" Slide 
9V-9verhead - 

10. Opaque . 

Record Players „ ^ ' ^ . ' 

1^. Monaural * 

2 . Stereo ^ - , ^ 

3. Equipment Maintenance 

A full-tijne'technician is available in -the Center; to provide 
maintenance for all audio-visual equipment belonging to the 
institution. Any malfunctioning of equiptlient should be reported 
to the Center. Projection bulbs are provided by the Center and 
will be supplied upon request. 

4. Local Production Services 

a. Overhead Transparencies . • 

Produced from original drawings, books, m^akines, masters, 
and other graphic materials . Transpa^rencies can be produced 
in black image on clear background, color image on clear. 
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black on color, negative ijnage on black, frosted ojnage on clear, 
or Sith o^^^ above conciliations.. 3M Transparency Masters 

in nost subject ar^as are available in the Center for quick 
transparency production on the Theniiofax machine- 



b. Audio Tape Recordings 

Tape to Tape 
Voice to Tape 
Record to Tape 
Tap^ Duplication 



Compound Voice-Music 
Monaural and Stereo Tapijig 
Sync Pulse for Remote 
Projection 



c- Thermal Masters and Duplicating ' ^ ^ • 

Both themial spirit masters and thermal mijteo masters can^be 
prxxiuced from original drawings, writiiig, typiJig, books, marines, 
Mother graphi?materials. Copies can then be run in Secretarial 
Services. 

.d. Television - Live or Taped 

0 , 

PrxLor arrangement of at least 72 hours must be made with the 
Dir4Sor for i£e of video equipment and playback. Operation and 
iS o? television equipirent will be limted to the Center staff , . 
unless ej^licitly authorized by the Dn^rector.. 



e. Photography 



2" X 2" color or b^ack" and white slides; prdjits, copy work. 
This service requires advance arrangement with the Director. 

\_ . 

5. Request Prticedures 



used by the Tech faculty upon 
per or a person designated by 
aterial is to be taken from 



All materials and equipment may be 
the request and signature of a faculty mf 
.the requesting faculty. No equipment or^ 
'the C^ter without this authorization. 

Dver the counter requests will beVlUd if materials .and equii^ 
^ llLle However, to assur^vailability of desired items, 
.requ^^ts sno^be made at least 2;.__.>l6urs_ 




equipi 
advance 



s onr-campus will be made uppn request, 
be given to allow. time for such arrangements, 



can/be supplied by the Center: however, mofet — 
4rate and faculty will be expected to operate 
reamested equipment ™^elves whenever, possible, The Center jtaf f will 
S Sad ?o P^S^f necessary traixm^g in operation of equipment to any 
persons desiring it. „ ' 



^ Proj ec 
*equipnent is sim^ 
reqiaested eqioipment 
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^ Requests by students 
be related to college class 
' in the Center at any time, 
the Center by students with 
member and the signature of 
must be able-ir&^emonstrate 



for use of media equipment and materials must 
wSrk. Students may use materials ai)d equipment 
Materials and'equipment nay be^ checked out of 
apprKJval of their respective _ classroom faculty 
?he student. Students checking out equipment 
proficiency in operation of said equipment. 



^^.ca^us ^quests^will be hon^^^^ "^i^S^^l^^ 

.^txjdents with an authorized faculty signature, un campi^ ^ . 

;}aave priority over off-campus requests. • 

H. The Learning Center . ■ 

B,e Leax^g Center, Icca^d ^^^^^^^^l^^VZ^^'llir 

yS. The Readtag -P-i^-* 

?:SSlTeS Sle^SS^StS fn^S* S^^-en ^.ve/a^f loulty is 
provided. J . ' ^ 

ref erTpal^^ 

In Edition to the Readi^ and ^^i}^ Sl1£gf 
CentS L tl^e special academe Vro^^J^!%^^, f^o^ for 
United ^siijffiee °f .^"^^^Sget-avSlLSTyoutrwith college potential; 
high.sehool aged ^fXlSe level -SScisistanee p^gram for students 
Special Services, a odllege levej. acau iVoEram, which provided both 

„?th low ^'^^l^ Solri^va^SS ^SS^leadi^^-li^^r 
t^J^ ^peonTth?G.E.B. Zm for issuing of a hi* school 

diploma. \ 

Ihe Uaming.Center also ^^^^^^S^^^^i^^^.^^ 
toygh cooperation with the State Board ot^ ^^^^^ ^ 

SnL ™ iir^-^^iSh f^igh s**l diplon. hut ai^^eyond 
higji scdiool age. ' 
' -ie objective of the l.at.i.g Cent^^s to govide academe suppo^ 
services for the whole Tech community. All ^ ^^g^?;^^^^^ . 
faculty for exairm§tion and suggestions for their mpro 
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1. Referrals . 

If. a student is in need of career counseling, a faculty member should 
refer him to the Office of Career Planning and Placement, Room 321, Old 
Main, for assistance If a student' is in need of personal problem 
counseling, couns^luig services are available through the Office of Student 
Affairs anfl referrals are welcomed. If a student is in need of d tutor, 
reading assistance, or irrqprovement of §tucty slcills, refer him to the 
Learning Center. 
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V. INSTITUTIONAL SERVICES 



A. Parking 



Every effort Ms been rrade to provide P^^^S JjJ^XaLlSrdS 
at the nominal fee. of $3.50 per year. Parking J^S^^J^g^il^f^e- 
in number 'and ax^ applicable to all .^"^l^T^^^S^ 
sources derived from parking fees are.used to mprova-and maoj^taih, 
snooth parking and traffic flow on the campus. , 

1. Registration. All f acuity staff , and f^^ents desiring to 
pa?k mo^ror vehicles, including "P^orcycles , need f ^t to 

, Agister them through the Office of the f ^g^^" ' ' 

MaxUger. A parking sticker is provided ind, must be displayed. , 

SSiS parkW-plIces are avai].^le fF^^^^^^^f SfiSr ' 
campus. Visitors should contact the /enior Security Pffj^er , 
^dl!ty by Old Main. Visitor parkin/ perm^s are available 
in the Assistant Busijiess Manager's/Office. 

? Parking Areas. Parking is allowsQ wherever space is available. 
■SSg S^signed- to faculty, 

parking lot is marked accordingly. Overflew parking can 
SSS? be accormKxia^ed in th4 Science. H4II parking lot or 
in the lot west of the football • field. . 

^ 3. Campus Traffic ..Violations include: ^^^^ "pSlS^'^f 
ar^^a 'SDeedins violations (in. ej^cess of 15 mph) , tailure to 
SSiaf Sr^4 sticker, One way violation. Improper parkn^g. 
Reckless driving and Lettering 

4, Violations of m.McipAl and state 'j^S^^^f °;.f Xfr"^^ 
parking are imtters ^etween tl)e individual the P^^per .^^ 
authority. Violarfcidns ar^ sent to a local Magistrate s 
Office for enforcement. . ^- ' 

A full listing ofparking regulations, procedures and ■ violation _ 
penalties is available through the Business Office. 

B. Cultural Events ^ 

^ultT^S^^axe admitted free of charge to all ^Ir^^ent activities 
rnnnln^P^allS^ lectures , art displays, convocations, coffee house 
^ rfSS'^o?re;tsrexcept for rr^jor conc^ series which require 
/general ^Brassion fees. , • 

,fcvocation Series - concerts, lectures, art exhibits °f 

SsSn CoIZiiS'oncert PfogranB and the Charleston SyMRhony , 
Orchestra Series . '.,'}■ 
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Infornation relcitive to t.ho Tecii events as well as .the Charleston 
events is publishted in the T£ch Bulletin and the Tech. CoMegian. 
Information. n^y atso be seciored from the Director of Public Information 
or the Office of Student Affairs. 



C. Athletic. Events 



• Admission to Tech athletic events is free to inembers of the faculty , 
and administration and their families. Athletic event passes are pre- ^ 
pared and distributed by. the Director of Athletics. 

D. Use of Campus Facilities 

AT I canipus facilities are available for use by all members of the 
tech community. If- a faculty nu-mber wishes to use a facility, he shonld 
contact the person responsible for the facility (e.g., Physical Education- 
Hoom-Director"of Food Services i Classroom-Registrar). Each^facllity 
has -varying regulat icons' concerning its use, and information i^elative to 
such policies can be seciored fmm the person responsible for the facility 
or /the Office 'of Student Affairs. ■ . 

1. Tech Center 

The services and facilities provided by Tech Center are as foil 

(!) ■ Food Service , " ' (H) -Conferenc-e Room 

(2 ) • Billiard Soom , (5) Bookstore 

(3) Ballroom - ' ,' ' 

■ Reservation for space for events held ir^ the Center must be^made', 
with the Director of Tech Center, and the arrangements for food 
or 'refreshments required for events , must be made with the Director 
of Food Service. Tech's food -service is contracted "to Custom- Foods 

All Tech Center rules and regulatipns ■ as well ^s guidelines for 
/holding events in the Center are contained in the bylaws of lech 
/ Center. Copies of the bylaws may be obtained from the Director 
„ ^ of Tech Center. - ' , . • ^ 

'2. Physical E'ducation Building _ • 

The Physical Education Bui lding may -be used by members of the - 
faculty, administration afid students. during the designated recrea- 
■fion -hours. The facilities" of the building include ^a weight and 
exercise room, gymnasiun/, auxiliary gymnasium, and swOTiing Pooli 
the hours for each fac>1^ity var^- , The recreation hours are, ported 
■ - in the Physical Education Building and are subject to change in 
' the event of special! student events, such as intramural games or 

concerts.. 

' ■ \ 
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3. Tennis Courts ■ 

Ihere ^ four tinis courts available for use by.stuj"^^^ 
faculty. Tennisleam practices y&nd games l^ave priority in the 
. .Se of the courtsi and^menSs/f the Tech conmunity have . . ■ 
priority over frfjfends df thfe-^lleger 

E. Cashing Checks 

aiecks may be cashed at tJ^e Tedi Center upon presentation of Tech 
idenuliStdSn. A fii^e of /Ive dollars is. charged. for each check 
returned to the College. 

Fund for Floral Offering 

- West Virginia Tech operat^ flower fund for deaths in the i^ediate 
tamilS. rTfaculty and administration; Each ironber of the faculty and 
■Snx.tration is Lked to contribute, $2 00 in October ' ^^^^^^ - 
fails 'below 425.00, (th® limit for each floral offering, another assess 
rnent of two dollars is n^de of each member). 

Irrnediate families ar^ defined as follows: the ^f^:;:i^ual "lember^, 
spouse, children, -member's parents. For brothers or sisters of faculty 
axid acjministration,- a sympathy ca^d is s.ent.^ « 

.^^t is- the responsibility of ea^^h member of the ff"^.^^^^^' 
tration to infom tKe Vice President ui the event of a death in the 
iftmediate fanjily. *' " 

■ " ■ ^ ' ■ ■ 

G. Faculty Housing and Garages • vl ' - ' 

1 The CollesS, owr/s, or dtherwise contrK)ls, approxijiiatefy 33 housing 

units wS^ S. !5^ie tor renting to faculty -^^J^^^f f 

employees of the college. All ^^^^^ °?f ^^gX sef 
nnn-nrnftt s^lf-amortizating, self -maintauxing basis. Rents are sei: 

TS:Il£l,^£^^-n^^s.^ ^o operate ^ -^ntain^the -Pect xve . ^ 

um'ts. and to retire any outstanding bonded indebtedness. All units are 

fted- on an unfurnished basis> ^ . " ' , ' . ' 

2 College housing units 'ar^ 'for the 'sqlfe use' of instructional^ and 
adminisSatSe eSployies of ; the college.' Units are not to be sublet xn 
wtoS o?S iiTEy ?he-official lessee, with the exception of faculty 
Sers oi^leS^ of absence. A In .any event, administrative approval will. 
^5^?ed in advance bfefbreNsuch arrangements may -be completed. 

^ ' The DaintinE Of ^ air apai^ents, either by the occupant or by the 
rolleae SiE^e^d^'.?he sS^^ of thp Superintendent of Buildings 

G?^;.ds The .frequency and e^^t of -Verier painting and^^ 
Sf inishing win b^ regulated sik^ictly in J/^S^Se?"^ 
of funds. Occapants who desire , more frequent painting will be expectea 
to supply their c>m paint and/or labbr. - ' - 




le -oGcupants of the Faculty. Apartments ar>e reiroxidld that thirteen 
are living ^lose p^oxindty Ib a' buil^iJig wh^ Is not _ sound- , 
tcT. Fundamental Jhsideration for the rights Qf ^ers requiires ^ 
f^y.-abi(tefty the ^ew;regaidtions v^ch^- deepied necessary. 

g^ies'wU'A dx-^-^£i p t':ty ^!dict^Jr^?^ ' ^ 



ig. should wot be confinued late, into. 



.<s 



apartment .bi 
the night. 

The vol-ume of ' r^cird pliers , - radios , and" TV sets should 
be kept dowil." Your neighbors waat to listen to| 
their own sets . • . 

■ \ ■ " ^ ' I — ' 
/ailovted to wr^stl'e , V>tJnce balls , 

; apai^^pRfhts . You have to be in" 

appreciate ^fchis 



ChiJLdren should not b' 
and roller skate^in 
the, apartriwait below 

Children„^are' not .peydtte 
Sthe f ij«*e escapes,^ 
ofav^^" the event of* a 




(play in the attic or 
3capes are to be° used 




• ■ Because bf housing conditions, occypant-s . are asl^djipt^ , - 

• " ' to.'jceep- pets, that might annoy o1;hdr rosid^r^.--^ ; . 

: 5. When. active etoploi^iei* by the college has. teBrrrdnated^ far any 
ifeas';- (by^resignatiqn, di^scharge, -tire^ent, or- d%) the occupied 
hous&g iMit:must be, vacated within, a reasonable .leijieth ot tme. 

• Garages are available only to thk occupanis of thl^aci^ 
■ Arfarifcment Building. Callages axe not assigned .to specif ic ^artment ,^ 

^ It^S Se. a vaSncy oCurs. ^ Ihis.does n^t ^-5^^--^^ 

Uo are presently occupying garaggp may use their _ period of t^cy as 
.a priority determinant ito acc^uire. a garage more to tJ^pir^-MJcmg.. 

'Advising student Organizaflons ~ - _ ^ ^ 

••■ Student organisations frequently request faculty 
'faculty advisfcrs. Tech encourages mes^ers of ±h^, fae 
students and studenit_prganiz^tions , 'A faculty adv 
"''B to assist the group^to g^in and mauitaii^it^ 
student organization; V to be familiar with ip.^ 

• in^^olving individual and- group conduct, and;."^ 
; of-g^nization in avoiding breaches of those re," 
" advise, the organization--' 4s to hqw it may ar^'- 

purposes .' , . 




■St 



llai 



lers to' becofB^ 
to work/with'^'' 
B expected: 
a recognized '' 
regulatioris- - 
meiiibers-of the ■®< 
and 3) to ,^ 
.ts stated goqls - and " _ 




tili 



,st- 



The -Dean of 'Students' t)ffic%ig pieced tp' work with -faculty advisers. 
Copief of "Stu4ent iti^^tB, ■■R^sponsdhitities; and;Regalations"' ^are available 

thrpu^ this office- • ^ . ' , ^.W '\ . ■ • * 

0^ , "1 
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I. ChapeixDning. > ^ . 

' ' Faculty nlSSi?s<requently accept iiivi^ations to, chaperohe . . Whd 



following guidelines nav e beeii established: He ^^>iouia 
i-titutfoS -^tions_p.5a^^^^^ 



(See "Studen^-i^s, Responsibilities and Regulations avaxlable^from 
the Dean of StOtets' Office). He should be present duriTig the entire- 
event and caU lB\the attention of the^student(s) un charge of the 
event any observed\iolations of regulations and policies and assist 
in the enforc^ntrdf such regulations when necessary. He should, 
furtherrnfe?re, make r^coranendatiqns relatj.ve to hospitality, comfort and 
tertairulnpnt of ^gue^ts. 




■ \ 
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VI. ACADnCLC- POLICIES 



r'^S SSV^i^g .ystem at Tach is as follows: 

" " (?» : . - - . ^ t 



A - Excellent 
B Above average 
C - Average ^ . . 
• D'- .Lowest passing grade 
^ failure ■ 



W. - Withdrew. . Officially ^ithcir^w within date ^^l^^^^f . . 
academic calendar; no credit or penalty is attached to 
a "W" grade. - , ■ 

FI -- Failure irregular withdrawal. „^ Given when a^st^ent quits 
. ^ attending class but_does not withdraw officially. 

- I - Incomplete due to illness or unavoidable' circumstances. 
■ ' . Se "?udent has 6 ^eeks in -the ne>ct semester ^nqt count- ^ 

^ iBg summer terms) to make up ^-^^^^Ij^?;. ^5^^°"^Sent' 

on nassification and Grades n^y upon petition by a stuaenx 
« di^Sg Se six week period extend- -the make up period for a 
SnaS?: time if e^enuating circumst^ces sem t- . 
justify it.; When turning in an I-grade, instructor , 
must online requirements to complete course. AnJI 
^becomes an "T" if not made up in .the specified 
■ 'i^'coSsS (s>.ch as special ^^^^'^1,:? ^ ^^^^^^ 
■ chairman- pertifles to the registrar th^t a longer ^ime 

- ■• must be .granted.'- / . - ' , ' \ 

Another ^oup of non-^^ courses are graded as- followa: • 



P - Pass 
E^- Failure 




These include: 

3I1O0 g^lOO, 13-100, 40-l&n,-. 80-100 FreshMi Orj:entatio 
' 110-205, 206, 207, 208, 209 Qo^op Work Experience, ^ 

llo penalty is given.for an ^ gr^de in these courses. 

The only credit course, with P and F grades is:^ . « 

6-499 Directed Teaching 6 hrs. 

^ Here, too, ho penalty in, deficit quality ^points isgiveh for an F. 
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2 . iSraduation Requireraents--v 

. ' The College catalogue explicates graduation requirements. 
Revisions to those requirement's would be reflected in the-^minutes of the 
Acadehdc Council and can be secured from the Registrar s Office. 

• 3: Quality Points^ (including D/F Repeat Rule) ^ 

a. Quality Point Calculations '. - . - • 

; Quality points ax^ based on the following quality point values 
for each semester hour of credit: 



A 




4 


B 




3 ^ 


C 




^ 


D 




1. 


F 




0 


I 




0 " 


FI 




0 



' " The- quality point average is computed on all- work for which the 
student has registered with the following exceptions: 

a. 'Courses with grades .of ' - ' 

• b." Non-credit courses with "P" or "F" or Directed Teaching 

with "P" or "T" • . — ' 

■ ' c. Lf a student earns a grade of "D" or "F" on any course 
taken no - later than the semester or suimer tern during . 
■ vjhich he attempts the sixtieth semester hour, and if . 
'he repeats this course prior to the receipt of a 
■ baccalaureate degree-, the original • grade a| disregarded , 
and th^ grade or grades earned when the cOiSrse is^ re- 
pe^ed 'eige used in detemining his grade point average. 

All students, fortner and present," are eligible for the 
D/F repeat rule. • - v ' ' 



b. Transfer to Engineering Technology 




■ " Students in 4-year- curriculums atTech, or other colleges may 
tz'ansfer to Engineering Technology with no, penafty for deficit quality 
points. The student, if approved for transfer, is given _ credit only 
fqr couf^es with "C" OP better" grades that are required :m Jiis new 
prdgt^am. * ,„,_«, 

• ^I? on academ6' probation at^ the. tijTsie of t^ 
on probation until he has ^ed a 2.000 average in TecMnolOgy. _ Gradua- 
tion is based on. 2. 000 overall average attained while enrolled in . - 
B]gineering Technology. • 



ERIC 



.86 



\ 



81 



B. Probation and Suspension 



Should a sliudent's quality point average fall l^e).ow.2.00, he would 



to bring his 



need to earn ekcess quality points, with ^'A's'" or ''I 
average up.jtc/2.00. -' ° . X 

If he were to have a deficit of eleven or more quality points,^ 
would be automatically on acad^nic probation and his class load would , 
be reduced: If his deficit were to remain at eleven or more for one 
sOTiester, he would 'be suspended from the college for one semester. 
OnW'irning, he must continue to earn better than a 2.00 average pr 
his n^nlawill be dropped from the college rolls pemanently. Students 
on a^jademie-^^rpbatiSn require special advising as to course loads and 
th>^ f.'jft.ent of^si^tside activities. ■ 

•fuaents, onceWpended, ars not eligible to return to° Tech 'until 
one Hill semester has^-passed. A second suspension results in a peraanent 
suspension unless exception is granted by the Classification and Grades 
(^cmiii t tee . • 




c:iass Withdrawal. Policy 



0" 



' At tVie time mid-term grades are submitted an instructor may give a 
of "W" to a student who-has been 'absent two consecutive weeks or 
ore. , 



A^udent Withdrawing frxsm any class from the beginning of the semestfer 
until fSjA/eeks after the date designated in the academe calendar as 
mi.d-1:enn w^^^ receive the grade of "'W" . ■ . * • 

Students withdrawing from classes after the expiration o^^the ';W".' period 
win receive grades of "WP" or "WF". ("WP" if the student _ is passing the . 
course at- the thm of .the withdrawal; "'WF" if the student is failing.) 

A student receives a grade of "FI" for an irregular withdrawal without 
■ i)erTnisF. iom-f yf ■ , ' "... 



Class Attendance- and Make-Up Exams 



° ^ Each 'instructor is responsible for developing policies on cldss attend 
ance and maJce-up exams which he should announce to his c la sse^s .early in 
^he semester, -preferably in writing. ; . ■ ' li, ■ ' " ■ 

Instructors should c^^eel 'their; class lists and new admission slips 
apainst their 'students in the class- during the first class period _ of the 
spjnester. "This will help to prevent such mistakes as students being- m 
, the wrong classes. ' % . .. 

If an instnic-toi? notices that a student is continmlly ^sent Jrom a 
cl^, he should notify the Associate Dean of Students. This office can 
./t,hen%ntacf the student in order, ty determine if the student has withdrawn 
•■^irregulak^ oi5^?^e is ^qjiieed of personal' or academic C9unseling., 
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1. Institutional Excuses , ' • 

Institutional^ excuses are given only for djistitutional Activities 
or absences authorized by the institution. Personal illnfess, fvin,eral'. 
attendance, etc. do not fall under the rubriQ of aJ^stitutional excuses. 

All institutional excuses must be approved by -the appropriate 
Academic Dean of the faculty member requesting excuses, except m the • 
following instances: 

a. Partiiipants iji ijitercollegiate events approved by the 
Athletic Director, or 

b. 'Other institutional excuses not' covei?ed above are to 
be approved by the President. 

It will be the responsibility of the student to present evidence 
of- an institutional excuse to the appropriate instructor if necessary. , 

The Registrar's Office -will dis'tribute institutional excuses to 
tridents upon theif' request. \hc Registrar's Office also will maintain 
di>riual files Of institutional excuses. . \ 

■ ■ "■ Altha^gh the student having an institutional excuse is responsible 
for assignSs, notices and material covered in a class for which an in- 
stitutional e^^e is issued, he may not be' ^aiized for the ^sence. ' 
.This includes^ the r^ight of the student to a make-up of quizzes. or exams 
which would affect the student's grade. ■ ' _ 

' It is the student's responsibility to deliver an institutional 
excuse to the instructor if needed in order to avoid a penalty. 

The above policy was approved by the Academic Deans Council on • v 
February 13^ 1975. \ ^ " ■ \ L •• - 

\ .• " ■ V 

E. Submitting and Changing Graces ^„ . . \^ 

' At the end of each semester, grades are submitted along with <^QPies , 
of the class list and the grade cards of each member of the class. _ These 
forms are sent to the office of^the Director of Admissions and Registrar. 

■ ^ If a-faculty member wishes to change the grade of a student, he must 
fill out a^^ which may be secured from the Office of the Registrar and 
which he submits, to the sam^offiCe. This form must be signed by the 
instructor and De£n of the School. Final decisions -on grade changes are 
iriade by the Commit&e on Classification and Grades. 

F. Final - Examinatj.ons 

The structure of the final 'examin4tion schedule facilitates an exami-^ 
•nation of greater depth than coiJ.d be given- in the standard one hour period 
The existence of a final examination schedule „ hcwever , does not make it . 
njondatory for an instr^ictor to give an .examination during the period. 
is -mandatory, however, that' all 'classes scheduled durinp^, final exami- 
nation wee}< meet accordirig 'l^o the sched^e with full^ulty and student 
attendance. 



An instructor my exercise his option of not giving a final exandnaticn 
durinf SSSer^iod, P««ided that all of the following oondLtions 

are met: * 

(a) A written request with reasor^ is submitted to . 
under whose jurisdiction the course falls, -and a waiver or 
examination is approved. . • 

(b) No compr^ensive examination coverdaig the entire cour^^is 
to be scheduled durii^g the final lecture wedc except upon 
prior written approval of the chairman and Dean of the 

- School. . 

(c) The period designated on the schedule for a filial exami- 
, natibn must be Utilized as a regular teachii^g period. 

In the event a student is scheduled for. four examinations in a single^ 
day, Se Sa^ S his school will arr^ge an altered s^^^^ 
ista-ative arrangements are made in the event a ^^tu^enj ^^^^ff^^^ ^ 
nation^ though a faculty member «iay allcw a student to take a lu^ai ax 
alternate time to mitigate such a load. 

Grade Appeals . 

The procedure described' belcw has been adopteW the Facu^^ 
Assembly in the event a student v^ts to appeal a grade which he feels 
is unjust. ' . ' 

In the case of a dispute over an hourly examination or any grade 

of «-x?thl^;^n^s Sr^fSS^S^tLnTS'^or a 
W^*; m S:i~t1er*e faculty .e*er wi*in two wee,cs 
after the next term begins . 

If he is not satisfied with the faculty meniber's decision, he is 
direc^L ?o LSf a^ apfeal to.the Dean of hife School, ^stato.^ his 
grievance or grievances in writing. ^ ^ 

Within two weeks after r^ceivix^g the grievance °r griev^ces^ 

If the student dQsir^s, he- may be represented at the hearu^g oy a 
faculty member or a student of his choice. 

If the student is not satisfied with the results of tlu^s hearing, 
he wS^ SrLks Appeal Ms case in writi^g.to^the f 
"rades Review Committee. <^The Grades Review Con^ittee Mist meet 
2d decide on the case withir three we^te after the student l,as made . 
his written appeal. • 

The Grades Review Committee will be composed of ^?^J^2?"^.o„i-hr 
membe^ dSc?3 by the Faculty Assembly in accordance with the Faculty 
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Constitution, and two students elected by the student senate ixi -accord- 
ance with the Student Constitution. The committee will elect its own 
chainnan. .. • 

Once a wr^itten appeal is made to\the committee by a student, the 
comnittee will appoint a faculty member fvom the same area of study, . 
or from an associated field, in which- Whe dispute is involved on order 
to assist in judging the case and tq vote with the members ,of the / 
canmittee. , - ^''^ 

In case a member of the Gradfes Review, Committee is inWly^in 
suoh a dispute, he .will disqualify hiniself , and the committe^will 
"appoint another individual to tajce his place. ^ 




Bcyth" student and faculty members of the coirtnit^ shall have 
the authority to determine whether an acadonic ^^la^on was 

' "prejudicial or capricious" and to recommend ag^ge^Ji grade. 
However, only the faculty members of the ccrapmefe ^^jiLl have the 

■ authority to determine what the new grade^fi^J^'^" 

The oormdttee's decision is ^crBT^ifis^cf by the President. 
H. Confidentiality of Student R^^ds 

Tech subscribes to the American Council on Education's statement 
on the confidentiality of student-records.' That statement reads: 

"The maintenance of studen-TVecords of all kinds, but 
especially those bearing on matter of belief and . 
affili^ion, inevitably creates a highly personal and 
confid^lsial relationship. The mutual trust that this . 
relationship implies is deeply involved in the e4Uca- 
tion^L proless. Colleges acquire tron students and 
other sour^^'a gJ^t deal of private information about 
their enroll^es' f qf^ the basic purpose- of facilitatniig 
- * their development as educated I persons. This purpose 
is contravened when the material ife made available to 
investigatory bodies without the student's perms s ion. 
Thus, although a student may not require that his 
record be withdrawn, ijnproper'ly altered, or destroyed, 
he may appropriately expect his' institution to release 
information about him only with his knowledge and 
consent. Without that- consent, only irresistible legal 
compulsion justifies a college's indicating anything 
more about a Student than his name, dates of registered ^ 
attendance, the nature of any degrees granted, and the 
dates on which degrees were conferred. " 
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In implementing this statement, Tech has Adopted its cwn policies _ ^ 
expressed iri the document, "Release of Informatabn about Students at 
West Virginia Institute of Technology. Copies df the ^licy can be . 
secured from the Registrar's' Office. I ^ - - 
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VII. FISCAL INFORMATION 

A. The Budget' Preparation Process 

Departmenta]/ budget requests will be asked for during the spring, 
shortly before the adjoiumraent of the Legislature, for the fiscal year 
beginning on thfe next July 1. "Bie ^piairman should subndt his budget 
requests to the'^Dean qf his ^Schdol. 

• Each "asking budget" should be realistic and should inqlude an 
estijnate of needs in these areas: . 

1. Student assistants 
'2. Instructional supplies 
3. Itemized list of new equipment (both ^ 

education ind office) with justification ^ 
• . for each item. 
„ h. Repair of equipment, 
5. Travel requirements 

'["he Legislature must complete its ^tioi^ on appropriations and the 
Boaixl of Regents must allocate funds to 'Tech befqre the institution can 
mke its allbtmehts to the various spending wwj^ The^Dean will then 
meet 'with -his chairmen tq review needs in light of* actual buc^tary 
allotments. Subsequently,. the Deans, the Business Manager, and the 
President will meet, to detemdne actual allotments. The^. allotments 
are reflected in statements issued by the Business Office. 

B. " Travel . • C ' * 

'i.. Author izaticn » . . 

*' Application forms for requesting authorization tojtravel at St-d 
expense my be secured frem the ' Chairman , who may. in. turn obtain theufi frem 
the Supply Room in the -Maintenance Building. The application must first 
be appreved by the Chairman, then submitted \o the appropriate pean' with 
a statement concerning previsions for meeting any classes which may be . 
missed during the'sbsehce. If ^ these arrangements meet with the approval 
^of the Dean, the request goes to the Business Office (to make certain^^^that 
fWs^^ available), and is then submitted to the College President for 
finair^a^^roval.^ , . 

Reqi2sts for out-of-state travel require prior appreval.by the 
Governor; Jiis usually takes about two weeks. There is a special form 
for thisAequest on which justificettion for the travel , is required. 
In-statl travel does 'not require -prior appreval frem Charleston.- No, 
'travel outside of the United States will^be' authorized for p^ent from 
State fijnds. Requests for out-of-state travel must be submitted at least 
fourteen days prior to the date the trip is- to begiji. To be assured of 
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reimbursement^ , approval from the Governor needs tq be obtained before 
leaving Montgomery. Copies of detailed regulations concerning 
out-of-state travel are a\(ailable in the Business Office. ' 

The following points should be coveriff^ ih iyour 'justification: 

. (a) In. detail the number of persons desiring to iialc^ the 1 
trip ( if .'applicable ) . , ■ 

(b) A stat^ement as to^Whatsfcenefit the state of ^ West c^^^;-^. 
Virginia and or the college or universitj^, will ^ 

. derive from ^ attendance at such .meeting*". . 

(c) A statement as to whether or nbt^the person or . • 
persons attending such meeting will take pari: "j^ . 

^ in -the program or programs presented. 



(d) A statement as to whether the meeting is an 

association meeting in which tfe co^l^ge or ' * « 

university holds membership, ^d if^riS^, 

reasons supporting attendanc^fe. - • . . 

Applications for reimbursable travel expense, mu-st be^preaented to 
the President at least one week prior to the date jpMiravel if the trip 
is in-st^te, and two weeks in advance for out-ol- state ^travel. 

^-^^ ■ , . * " 

2. General Rules / - 

The State does not : generally advance' money for trips' on college 
business except for travel by athletic teams and large groups, sucb as ' ' 
the -band or choral. All individuals should Ray their own expenses and 
c]aira reiraburseraent later by submission of notarized expense accounts. 
Each account is carefully scrutinized by the State Auditor who is._ 
charged with the responsibility of requiring that travel be made in the 
most expeditious 'and economical manner and that the expense of hoteL 
aqcoramodatior^ be kept "as low as '.possible. ■ ■ / , . 

The -extent df college traVel is lijnited by the annual ' state budget . 
An applicant, who might otherwise qualify -for trayel'j, my have his request 
^denied because suf f icient /unds are not avaij.a;bl'e . /'' 

Faculty and s taff- members, whose. r^qtJests meejt with the approval 



of the 




may travel at state expense for the 



following purposes: 



(1) ^rofessional ^eetin.^^'^ conference, and conventions; 

(2) High School visitations as part of the college., 
guidance program ; . 

(3) Speaking engagements''; 
(14) Other necessary purposed . ' " 
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3. Transportation ' " - 

a. ComTDn Cairier*. The artount approved for sHaff travel at expense 
will be based on the use oJhs^sting comon carriers. This means that_ 
transportation costs usually >iin be based on the round trip fare by air, 
railroad coach or bus • 0 - 

b. 'State-Owned Vehicles. When public -transportation is inadvisable 
a college autoniDbile may be assigned. The use of a college car is normally 
restricted to short trips unless several staff members are makuig a trip 
together. The State provides gas and oil, overnight storage, parking meter 
fees, turnpike toll charges, ferriage, and bridge tolls. Except for' 
parking meter fees, receipts Must be secured. 

c. Privately-Owned Vehicles ^ The use of priv^^te cars will be 
approved only when state-owned vehicles afe not_ available. The maximum 
mileage allowance for use of a .privately-owned vehicle engaged ui ^"tate 
business is (11) eleven cents a mile, whic^ also covers the cost f Pf^-. 
ing and garage fees. Toll bridge and turnpike charges may be included^ 
as an additional item.^ If a .staff ; member chooses to use his own car, the 
aiiKDunt approved for transportation by railroad or bus may be applied 
toward his car expenses. " » / » 

If an out-of-state trip is -made by private automobile, reimburse- 
ment is limited to^an amount equal "Hio coach passenger service, on- trips , 
where.comnon carrier will taJ<e the traveler to his complete destination, 
unless two or :nKDre Tech -^rsonnel are transported. Then eleven cents a 
. mile will be approved. 

4. Subsistence ^^^owance . ^ • • , 

■ A. Lodging All persons-traveling on State! business will be . 
.rv^imbL^ed in>f amount equal to their actual hotej bill (excluding radio, 
television, tLa&id^?^>d valet cha^s) while abser|t from their of ficial 
stations. receipt for the apDunt paid for hotel rooms musX^e submitted 
with the original expense account . ,.Reiiibu^ement| for hotel expenses shall 
.not be made for aA employee's spous6. In ^hec^^p of double °jcupancy 
hotel reimbursementswill be on th6 basis of s:>!sJ| occupancy ^ate.^l^iop 
approval by the Goverfib<s£ffice must be obtaoji^-^or lodging at the 
Greenbrier Hotel. | 

B. Meals - Reijriburs6ment will be ^&<Qr Actual cost of meals 
■ while absent from official statiori/to a maxmum'-^ount _ of $9.00 per day 
for travel within the .State of West Virgi^a. Said maxMium allowance 
shall not be arrived, at-by average of days, but a i3urely day by day , 
maximym per diem. Reimbursement will b^ made for actual costs of meals ^ 
incurred- while traveling without the State, to a maximum of $15.00 per ^ 
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C. Registration Ffees - Registration fees at. convertfcions must be ^ 
supported by receipts and are limited to -$50 for each of . "fthe conventions 
unless prior approval is grated by the Governor's Offic,e. Nin hO. case „•■ 
shall -reimbursement be made for total expenses of traveling vS-thout the 
State' in excess of $45 per day» excluding mileage and transpp.rtatxon" ^ < 
c»sts, except with prior written approval of -the Governor- 

5* Piling Expense Accounts w 4 ^ ' - ' ' " ' • 

f / • , o ' 

F^onns for submitting e^^ense accounts are available from^GHairman, 
who in turn may obtain them from the Supply Room. The^Bus^n^p Manager • 
will require three copies for each clam submitted. Withiji five ^days 
after an authorized trip has been completed, the staff member should file 
with the Business Office: ' / . " , ^' 

. (1) The original approved travel request ^ < _ ' 

(2) Three notarized copies of '^Traveling Expens^Account . " 
Out-of-state tr^ivel requires a different, forti than is 
• used for in-state, travel. 

-'(3) All receipts such as lodging, overnight storage ^of car, 
turnpike tolls, registration fe&", all other ^ " 
. ' ^ expenses except the staff members own' meals arid mileage 
■ -1 if personal car is authorized. 

• . "I 
Each expense accoun^b must show the pur^)Ose of. the trip and must 
list in detail ail expendftW^es , with hotel bills and each meal shown 
sepaimtely .. Reijitoursement W 'tips , gratuitiesrTStmai^ entertainment , 
an<:l other personal charges ^ill not be 'kilowed.. 

, •■ Reimbursement usually ,re^|uires^ two .wpeks, 
6 . Use ' of State-Owned Vehicles ' ° . 

'a/ Requests' for Use.'^ College-cwned vehicles may.be used for ar^ . 
legitijnate college , function,' provided that the rules governing _ their use 
\and operation ax^ fully met. Approval of the Governor is required for^ . 
t;he lise of any -State-owned vehicle Outside of" the State. 



Requests for the use of ^ vehicles should be filed at. least 24 
hours in advance of the projected use. Application fortis for the use of 
collie cars may be obtained in the .Business Office. The completed form, 
must be. -returned to the office of isRue for approval and assigninent of 
a vehicle, if one is available. , • ■ • 

Faculty members who have need for the use o'f. a college truck _ 
should -ireke arrangements, with, the Business O'l^fice for a truck and driver. 
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\ b. Report Forms. When the driver calls for the -ear keys Report 
fonii on the use of the vehicle will be issued,,, also a national cf^dif ca^d 
if needed. Upon completion of. the trip, the keys, credit card, completed 
form, -and any tickets for the pi^rchase^ of gasoline or other iriaterxals in ,, 
connection with the operation of' the veh3.cle are to be returned promptly. 
.. " " ' ■ - , . • , . , ^ / 

. c. Gasolme Purchases. If it -is appar.ent that the fuel in the gap' 
ig low,' the -tank should be filledx^efore 16avijig Montgomery. - Such 
purchases should be made at the Sta^ Department of Highway's Station . 
which is 'located on U.S. 'Route '60/a>but two miles west of Montgomery. 

' • Whenever possible, wKile on a trip, gas .should be purchased, at a. 
stet^ road garage. The' savii^syto /the college, in State ^and Federal taxes 
are;Consj.derable. * Order -forms 'for -purohiases at state "road garages, are. 
present in each car- or may be obtained from the BusiJiess Office. 

• . ^d. Regula-tions Governing Use of Vehicles \ / - 

• ^ (1) The driver of any vehicle' must hold a currently 

Vali^'d West Virginia, operator's license aa<^ must . - 
' bfe a paid 'employee- of .the. dbllege , • c • ^ ^ * 

(2) Persons who have no official connection withsthe. - 
* - -college/ eith^' as employees, registered students, 

■ or faculty meitibers , may not be transported in^ . , - 

college cars. . \ , ^ 

' * " •> ' ^ ' 

~ ' (3) College cars are available only for offic5;al college 
business.' .ITie^^are not usable by or for student 
iprganizations . - ' • , ' , 

■ With the approval 'of the President, college cars 

may be used by , faculty members for essential college „ - 
functions'. ' A- staff member must be in the c&c\ at all 
.times while the car is dji use'. - The staff member is 
responsible for seeing that" proper caution is ^ « . 

.". exercised in drivijig and' care Of the 09Y^. 

. (4) Vehicles, operated* by students "are violating 'the . • 
conditions of insurance policiefe; .in this e^ent <i 
the staff member 'making the request beOomes _ .. . , ■ 

personally^ responsible for the vehicle and its' 
safe ^i^ratiOn. • ' ■ . - ,' ■ 

(5) Enrolled fetudents whose presence in a state vehxcle 

is directily related to their educational progr% or, > ^ 
" work assigmient are covered by the institutiiDn'^s 
insurance coverage. ' ' * 
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C. Purchased . ' > ' ' - 

♦ 

1. General Regulations " ^ , 

Faculty and staff who are in need of materials or supplies should 
submit their requests to their Chairman who will process the request- No 
purchase requisition^vjill be honored unless adequate funds are available, 
in the Departmental or Di^/isional b'^adget. - ' • ' 

;;o rrateriaisx supplies, 'ot* equiixnent may be purchased by an 
incividual and charged to the college. ' * 

?. Catalogues • ^ ' • . * 

T-ie Business Office irairt-iins a file of catajlogues on equipment and 
-oolnc-. which are available to facalry and staff. - . ^ 

The library 'also has several references of value in' orcer:ing: 
(1) Thorfc^' Register; (2) Sweet-' s File*, (3) Cnenical Engineering - • 

Catalogue; i^) Tne Process Industries' Catalogue/' 

3. Ordering Equiffeent and Supoiies ^ ' ^ ' " ^ 

a-. All purchase mjuests rnust be suixutted,^ on a special oWer lofm 
''Reqvi^i'^ioris for^ Supplies" v-Tiicr: ^^rx^ available front the Chaimnn, who 
.-r^v "in rum obtain them f rorr. the SuDDly Rocxi (S'iaintenance, BuildLng) . 

b. Requests for equipny^nt, for-&i=«;plies', and for repaire and , ^ 
alterations should be subrhitted on^^para\:e^ sheets because iten^s" iii ^ 
these threQ categories are paid fronN^a^j^e accounts. . 

f ^ * ' 

c. V/rite requisitions so' they can M easily understood. • r;or each^y 
iteT.^ indicate: quantity de^iir^ f'eD^rv I'^V^ 'description and specifications; 
e^tinated cost; and at least f^ree s-jr^g^ted vendors, if possible. All ' 

^:q- do it ions are subject to corKyjtitiVe bidding; therefore, it is impera- 
tiVTi^-4:bat specifications describe acciirately the it^ desired. A trade 
tiaire or catalogue number is not^enougi description. Describe carefully 
in terns of ^construction or function. You iiay add, ^at tlje end -of the 
description^ the '/^ords: Must be equal in all respects to 

'(Trad§ or manufactiirer's n^me 5 rrodel n^^piber) ^ - ' 

,d. ihe original requisition should be subrntted to ''the Comptroller; 
JO carbon shodld be Jc^Dt irt the Gnairrivan's files. ' . 

^.>The official requisition for your, order will he- written by the' 
Eusines^^ffice,^ tVen- app^ved by -the President. After the requisition 
leaves theN|^in^s^ Office, aR,>5dltional two or four weeks or longer 
will v^^^^^l>-y r^r^fl^'^'»T^ fQ>^ processing by the* State Divi^sion of Purchases 
^ter the orderS^^v^gtually been placed-, -you will receive a copy , of the 
i" I ' I III! I ijir^lj|i_L. of the v^H^or, the actual, 'cost, ahd the 
'iTBted delivery date; 
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Purchases^ ^ . 

General Regulations 

Facult;/ and staff who are iii rieed of materials or supplies should 
submi-t^l^ their requests to their Ch^irMn who will prpCress the request. No 
purchase requisition will be ^honored unless adequate funds are available 
in the Depax^ental or Divisional budget. x " ^ 

INo ixiaterials supplies , oi? equipment may be purchased by an 
indiviilual and charged to th^ college. . 

2 1 Catalogues ' 

The Business Office maintains a file of catalogues on equipjnent and 
ujppljtes which are available to faculty and staff. 

«i 

The- library also has several references of valu4 in ordering:' 
(1) thomas' Register; (2) .Sweet's File; Chemical Engineering 
Catalogue; (U) The Process Industries' Catalogue. 

. 3. Ordering Equipment and Supplies 

' a. All purchase requests must be submitted on a special order form 
"Requisitions for. Supplies^' which ar^e available from the Chairman, who 
mayjji turn obtain them from the Supply Ropir'tfeint^nance Building). 

. , b. Requesi^s for equipment, for supplies, and for repairs and ^ 
alterations should be submitted on separate/ sheetss because items in 
these three categories are paid from separate accounts. . 

c. Write requisitions so they can be easily understood. For^ each 
item, indicate: quantity desired;" complete description and specifications; 
estimated cost; and at least three sugp;ested vendors, if possible. All - 
requisitions are subject to competitive t^idding; therefore, it is impera- 
tive that specifications describe accurately^ the item desired. A trade 
najne or catalogue number is not enough description. Describe carefully 
^is) terms of ' construction or function. You may add, at the end of the 
description, the words: Must be equal in all respects to 

(Trade or manufacturer's najine S model number) 

^ ^' original requisition should be submitted to ''the Comptroller; 
carbon should be kept in the Chairman's files. 

The official requisition for your- order will be\^itten by ^ the 
Business^Siff ice, 'then approved by the President. After the\requisition 
leaves the^isiness Office, an additional two or f6ur weeks Or longer 
will usual ly^^. required /for processing by the State Division Vf Purchases 

3ally been placed, you will reOeive a copy of the 
ne of the vendor , the actual cost , and the 




f. Upon receipt of the equipment or supplies, a notation of the 
delivery date should be mde and the shipment should be checked against 
the purchase order. . ' 

. -Any breakage, shortage, unacceptable siibstitutions , ©r errors 
. in filling the. order must be reported to the Business Office at once. 

P When the invoice is received it should be checked against the 
receiving record , indicated in -item "f" above and if correct, it should 
.be signed by the Chainian and promptly forvarded to the Business Office 
■ for v.a'.'ment so that no discounts will be lost because of undue delay. 

h. Records of incoming s"hipments should be retained for inventory 



D. V(.',>aij?s and Alterations 

All requests for repairs and maintenance must be submitted iji writing 
blanks provided. for this purpose by, the Superintendent of _ Buildings 
pnd ^.rounds. No alterations to any^ college buildirig,' xncluding both ex- 
t-rior'and interior walls, ax^ permitted without prior approval from the 



resident. 
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•'Requests for mintenance aiTd repai.rs involving faculty housing units 
should^be submitted directly to the Superintendent of Buildings and 
Grounds . . . . 

R-quests for alterations 'and rQpai.rs in classroom and offices should 
be channeled through the Chairmah. i These requests must be. ^^ f^^l^^ 
rogukir job order forms. In' an emergency, call the Business Office and 
pivo the' information by telephone. I 

rornplaints regarding janitorial service or employees should be 
directed to the Superintendent of Buildings and Grounds. 

Please cooperate insofar as "possible by keeping V^Ji^^^f ^^X^'^g^e^ 
. ar.d clc:an. Turn out lights when rQom. is .not in use. Close windows atter 
your last class , 

Fa-ulty ment^ers should lock office doors at all times when they are 
• . not in:their..offices. This applies especially, to ^5°^%"^° ^j;;^^/^^^. . 
offices. . Upon leaving his office for the day, the faculty member should 
also close all windows . " , 

F,. Inventories . ' ■ . . 

r. Inventory Control , . 

The State of West Virginia requires each depaAment or division to 

naintain adequate records for all equipment and ^^PPl^^^^^^^^fJ^J^^^d'^d 
vpntories to it. Equipment already on hand has previously been tagged and 
fiven a State inventory number. As additional^ equipment is. purchased. 
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inventory numbers will be assigned and State tags affixed by Inventory 
Control. ' - 

• An. annual inventory of all equipment is required. 

2. Responsibility for Equipment " , 

Each department or division is responsible for equipment listed 
0!YTES^ inventory. No "equipment may be destroyed, discarded, sold, or 
traded-in until apprxjval by the State j Inventory Control Office has been 
secured. This includes library books land materials. All such requests 
must first be submitted to the Business Office. 

3. Transfer of Equipment ' , ■ ; • ; 

To -transfer equipment from one building to another, or from one 
department to another, perTOissiof?"mu3t be obtained from the Business 
office and the proper forms must be Filled out . = 
. I ' 

If a tag becomes lost, notify the Business Office,, giving -the 
nmher of the lost tag, and a duplical^e will be secured. 
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